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USCG Training System SOP 03: Evaluation 

Overview 

Introduction Evaluation is the process used to measure the value and 
effectiveness of training.  The product of an evaluation is a set of 
recommendations that can improve the course and ultimately the 
performance of graduates  - and their contributions to the 
accomplishment of Coast Guard missions.  An effective evaluation 
provides the feedback essential to revise, improve or justify training 
and potentially other performance interventions (e.g., policy, tools, 
equipment). 

Purpose This SOP provides guidelines for conducting Coast Guard 
evaluations in a standardized format.  In part, it follows Donald 
Kirkpatrick’s four levels of training evaluation.  Evaluation data are 
used by a variety of Coast Guard entities to make critical decisions. 

Target Audience Persons in the Training Systems charged with conducting 
evaluation. 

Background Four types of evaluation will be presented in this SOP: 
 

• Formative Evaluation 
 

• Internal Evaluation 
 Level 1 – Reactions Evaluation 
 Level 2 – Learning Evaluation 

 
• External Evaluation 

 Level 3 – Transfer Evaluation 
 Level 4 – Results Evaluation 

 
• Summative Evaluation 
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Table 1 – Kirkpatrick’s Levels of Training Evaluation 
 

Evaluation 
Level 

Description 

Level 1: 
Reactions 

In a broad sense, this evaluation checks students’ reactions to the course materials 
and learning environment.  This is commonly the “smile sheet” or end of course 
critique.  The purpose is to evaluate the training environment from the students’ 
perspective.  Sometimes the evaluation forms vary by course and level of detail.  If 
the same form/questions are used across courses, the analysis of data and trends 
can be more productive when examining results.  (Appendix A provides an 
example). 

Level 2: 
Learning 

Coast Guard training follows a performance-based approach.  We measure our 
students’ learning by testing if they have moved from “can’t do” to “can-do.”  Our 
specific standards should be found in the terminal performance objectives (TPOs) 
that clearly describe the conditions, standards, and criteria under which 
performance must be demonstrated.  Our evaluations should be produced during 
the design phase around the same time that we produce the TPOs.  As pen and 
paper tests are at best only approximations of the skills and knowledge attained, we 
should evaluate student performance with the highest level of simulation to the 
actual performance required in the field.  (Appendix B provides an example). 

Level 3: 
Transfer 

This is when we assess the learner’s ability to demonstrate (perform on the job) the 
skills, knowledge, and attitudes gained in training.  Although somewhat more 
difficult to collect than Levels 1 and 2 because the data is gathered well after the 
conclusion of training, the results provide meaningful insight regarding the transfer 
of learning from the training environment to the work environment and helps to 
identify barriers that detract from this transfer to the real world.  (Appendix C 
provides an example). 

Level 4: 
Results 

Level 4 evaluations measure the specific influence training has on broader 
organizational performance goals.  While Level 3 links training to job performance, 
level 4 evaluation measures training’s overall contribution to unit and Program 
performance goals.  Results-based evaluations require an inquiry-based partnership 
between Coast Guard Programs and G-WT that link training activities to 
organizational outcomes including personnel, financial benefit and overall unit or 
system performance improvement.  Program business goals, performance 
indicators, and identification of links to training programs shape Level 4 evaluations.  
Some authors also describe Return on Investment (ROI) as a Level 5 evaluation.  
For the purposes of this SOP, impact, results and ROI are all covered in the section 
on Level 4 Evaluation.  (See Appendix D as an example). 

Source:  Kirkpatrick, Donald (1994). Evaluating Training Programs. San Francisco, CA: Berrett-
Koehler. 
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Comparison of Internal and External Evaluation 

 
Focus: Level: What / Purpose: When conducted: 

Instructional materials & 
instructor(s) from 
students’ perspective 

Ongoing with each course 
convening  

 
 

Level 1 
(Reactions) Instructional environment 

and facilities from 
students’ perspective 

Ongoing with each course 
convening  

Formative evaluation of 
students – testing of 
enabling objectives 

As needed during each course 
convening  

 
 
 

Level 2 
(Learning) 

Summative evaluation of 
students – performance 
tests of students’ 
demonstration of TPOs 

On going with each course 
convening 

Formative evaluation of 
instructional materials 

During the design/development 
phases 

 
 
 
 
 
 
 
 
Internal 
Evaluation 

 
Other Internal 
Evaluations Summative evaluation of 

instructional materials 
As part of curriculum outline 
submission 

 
Level 3 

(Transfer) 

 
Transfer and application 
to the job 

 
Six months after each course 
convening 
  

 
 

Level 4 
(Results) 

 
 
Impact on organizational 
goals 

As desired by programs or  
G-WTT.  An example could be 
an evaluation to answer the 
question “Has a new course on 
sexual harassment prevention 
led to fewer sexual harassment 
incidents?” 

 
Return on Investment 
(ROI) calculations 

When programs ask for such 
calculation or when financial 
proof for the value of a course 
is required 

 
 
 
 
 
 
 
External 
Evaluation 

 
 

Other External 
Evaluations 

 
Determining sufficient 
scope 

When there is reason to 
question whether a course is 
sufficiently comprehensive 
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When to Conduct Evaluation 

 

Type of Evaluation Each Curriculum Outline Review Each Course Convening 

Level 1  X 
Level 2  X 
Level 3 X1 X 
Level 4 Reported as required Data collection2 

 
1 At curriculum review, Level 3 evaluation data are compiled from multiple course convenings 
to justify making decisions regarding course curriculum, changes, etc. 
 

2 A Level 4 evaluation is not necessary for each class convening, yet when conducted requires 
certain historical data.  This information must be collected and stored for each class.  Keeping 
electronic rosters with name, emplid and performance data would be ideal.  See Level 4 
example for intended uses of this information. 
 
 
 
 
 
 
 

 
 
 
 
Note:  Although evaluations are a valuable tool when properly crafted and administered, they 
can be overused.  This can be observed when analyzing data of learners who are subjected to 
frequent evaluations during a brief course of instruction.  The response rates tend to decline 
sharply when administered too often.  It is important to distribute evaluations in a conservative 
manner in order to draw valid conclusions about the effectiveness of the training/instructional 
materials.
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Key Roles in Evaluations 

 

Level of Results Who is responsible to 
gather results data 

Who uses results data 

 
 

Level 1 (Reactions) 

 
 

School chiefs 

• Facilities Managers 
• Training Center 

Command Staff 
• Training Officers (TO) 
• School Chiefs 
• Designers/Developers 

 
 

Level 2 (Learning) 

 
 

Instructors 

• Training Officers (TO) 
• Branch Chiefs 
• School Chiefs 
• Instructors 
• Designers/Developers 

 
 
 
 

Level 3 (Transfer) 

 
 
 
 

Training Officer (TO) 
Or Branch Chief 

• G-WTT 
• Program Managers 
• Force Managers and 

Rating Force Master 
Chiefs (RFMC) 

• Training Officers (TO) 
• Branch Chiefs 
• School Chiefs 
• Instructors 
• Designers/Developers 

 
 
 

Level 4 (Results) 

 
 
 

Training Officer (TO) 

• Policy and Resource 
Managers 

• G-CPP 
• G-WTT 
• Program Managers 
• Force Managers and 

Rating Force Master 
Chiefs (RFMC) 

• Training Officers (TO) 
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Comparison of Formative and Summative Evaluation 

 

Introduction Formative evaluation is like taking a position fix during a ship’s 
transit – with the purpose of finding out where you are and what 
actions are required to get back on track.  A summative evaluation 
would come at the conclusion of the voyage where you would review 
how the trip went and ultimately – whether you arrived safely in the 
right place. 

Formative 
Evaluation 

Undertaken to collect data and information that is used to improve a 
program or product while in the development stage.  Formative 
evaluation of a student can amount to a quiz that serves as a 
progress check. 

 

Formative evaluation of a curriculum occurs during the design and 
development of a curriculum and is the responsibility of the course 
designer.  Ideally the designer tries out the new instruction with one 
or more of the following methods: 

1. One-on-one test of learner from the target audience 
2. Small group of learners from the target audience 
3. “Pilot” test with a full class of learners 

 

(How to do formative evaluation of curriculum is explained in the 
SOP on Resident Instruction). 

Summative 
Evaluation 

Like formative evaluation, summative evaluation can be focused on 
either the student or the instructional materials.  When applied to the 
curriculum, it is conducted once implementation is complete and 
assesses the value of training.  Recommendations at this stage 
generally include decisions for adoption, deletion, or changes to 
existing materials.  Summative evaluation of students is a 
determination of whether they have passed the course, should be 
certified, etc. 

(Continued on next page) 
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Comparison of Formative and Summative Evaluation (cont’d) 
 
Both Formative and Summative Evaluation can be conducted on learners and 
instructional materials as illustrated in Table 2 below: 
 
 
     Table 2 – Comparison of Evaluation Foci 
 

  
             Category  of  Evaluation 
 

Formative Summative 

 
Le

ar
ne

r 
 

 
Test of Enabling  
Objectives (EO) 

 
Test of Terminal 
Performance 
Objectives (TPO) 

Su
bj

ec
t  

of
  E

va
lu

at
io

n 

 
In

st
ru

ct
io

na
l 

M
at

er
ia

ls
 

 
Completed during  
the development  
phase to make  
changes prior to  
the production of 
final materials 

 
Point at which we  
decide whether the  
instructional materials 
are satisfactorily 
meeting the intended 
purpose (goals)  
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How to Conduct an Evaluation 

 
General Procedure 
 
 
 
 
 
 
 
 
 
 
 
 
 

Internal & External 
Evaluations 

Internal evaluation consists of evaluating the curriculum and the 
instructors. “How to do” these types of evaluation is covered in 
the Professional Development SOP and Resident Instruction 
SOP respectively.  
 
External evaluation includes conducting Level 3 evaluations and 
other data that is packaged with a curriculum outline 
submission.  “How to do” this type of evaluation is covered this 
SOP. 

Step Action 
1 Identify objectives of evaluation 
2 Determine existing data and sources 
3 Identify gaps in measuring objectives by comparing existing 

data to objectives 
4 Determine sample size to satisfy decision makers 
5 Design data collection plan to address each objective 
6 Develop instruments for gaps in data 
7 Collect data 
8 Analyze data 
9 Report results in format useable by decision makers (e.g., 

resource proposal, decision memo, digest, etc.) 
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How to Conduct Level 1 Evaluation 

Purpose The purpose of Level 1 evaluation is to assess the quality of the 
learning environment through student reactions. 
Level 1 evaluations are not an appropriate tool to determine 
student mastery/performance nor as the sole instrument for 
assessing instructor competence. 

Questions posed 1. Was the instructor helpful? 
2. Did the instructor answer your questions? 
3. Was the pace of instruction too fast? Too slow?  Just right? 
4. Was the classroom environment conducive to learning?  (light, 

noise, temperature, cleanliness?) 
5. Was your barracks room in good shape? 
6. Were the MWR activities available, enjoyable? 
7. Were the gym, library and other services available? 
8. Was Admin helpful to your needs? 
9. Was Security helpful and polite? 

Methods This battery of questions can be delivered to students via paper survey, 
keypads or the internet.  Each has it’s advantages, but our goal is to be 
able to ask the same questions across classes & schools and be able to 
collate the data and observe trends. 

Comments Comments should be considered when constructing the evaluation 
instrument, but realistically these comments will not be collated and 
analyzed across courses and we want to avoid the tendency to 
overreact to anecdotes.  Additionally, we should not depend on Level 1 
surveys to find out that a person’s room is unsat or that their orders 
were lost.  This kind of time-critical information needs to be passed 
along via instructors and school chiefs and not wait until a graduation 
week survey. 

Optional 
Questions for 
“C” School 
Courses 

Some “C” school courses offer us the opportunity to provide training to 
members who already know much about their jobs.  Because of this, we 
can add powerful questions to Level I surveys: 
 
 Has this course been relevant to you job? 
 Do you intend to use these skills when you return to your unit? 
 Will this course help your personal success? 
 Would you recommend this course to others who are in similar 

jobs? 
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How to Conduct Level 2 Evaluation 

Purpose The purpose of Level 2 evaluation is to assess the learning that has 
occurred in a course of instruction.   

Questions posed 1.  Was the student able to perform all of the Terminal Performance 
Objectives (TPOs)?   
2.  Was the student able to perform the Enabling Objectives? 

Methods Performance tests for TPOs should simulate the standards expressed 
in the conditions of the TPO, using the highest level of simulation 
possible.  A job aid for developing performance-based assessments 
is included as Appendix D.  Knowledge-based tests are appropriate 
when specified within the TPO.  For instance, when the performance 
requires “writing” or “calculate a number” or “recall from memory 
without references” the test of the TPO will likely be a paper-based 
test. 
 
EO’s may be tested in a variety of formats: verbal response, observed 
behavior and paper and pen tests.  Tests of EOs by definition are 
formative evaluations of the building blocks of desired performance.  
Typically, our pen and paper tests of EOs will not have the validity 
and reliability that would allow us to make summative judgments 
about a student.  They should be used to redirect a student’s learning; 
as a progress-check on their learning. 
 
Pen and paper tests (quizzes) when used to test the enabling 
objectives, should test the EO directly and  not assess “nice-to-know” 
information.  Examples can be found in Appendix D. 
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How to Conduct Level 3 Evaluation. 

Purpose The purpose of Level 3 evaluation is to assess the extent to which learning 
in the classroom/lab has transferred (been applied) on the job. 

Questions 
posed 

1.  At the unit, has the student performed the list of tasks to standard?  
 (The list of tasks comes directly from each of the TPOs.) 
 
2.  If not, why? 

a.  No opportunity 
b.  Different equipment at the unit 
c.  Different procedure at the unit 
d.  Lack of Skills/Knowledge on the part of the graduate 
e.  Someone else performs this at the unit 

 
3. Analyze the data: 
 

IF: THEN: 
Not performed because 
someone else does it 

Consider job aiding the task or 
changing the qualification. 
Investigate: 
 Are students from target 

audience (and/or)  
 Should the qualification be at 

a different level. 
If six months have passed 
since graduation and we 
have a significant number 
of “no opportunity” 

Consider investigating: 
• “job aid” or elimination of the 

task. 
• whether environmental barriers 

exist 
• whether there is a lack of 

supervision and reinforcement 
for correct performance. 

If significant numbers of 
“different equipment” or 
“different procedures” 

Communicate this to program 
manager and/or force manager to 
help resolve. 

If lack of skill/knowledge 
responses is significant 

Investigate:  
 Our level 2 instruments 
 (and/or) provide students with 

additional practice 
opportunities.  
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How to Conduct Level 4 Evaluation 

 

Purpose The purpose of Level 4 evaluation is to assess the extent to which 
learning in the classroom or lab has impacted the organization. 
 
This impact may be measured as either a financial return-on-investment 
(ROI) or determinations about whether program goals (or business 
results) were met as a result of the training provided (or both).  Program 
goals are things like: 

To conduct an ROI on these business results, we need to take the step of 
developing a realistic value for these items. 
 

Examples are provided in Appendix J. 

Program Goal: Example: 
Improved productivity More boardings conducted with 

the same level of resources 
Reduced employee turnover Lower attrition, higher retention 
Increased customer satisfaction Customer data & choices 
Enhanced quality Improved reliability of equipment 

When is a 
Level 4 
Evaluation not 
Required? 

ROI calculations are not necessary for initial or entry level training.  There 
is little question whether Boot Camp or “A” school training is necessary or 
should be justified.  Consider – would we employ new recruits as 
Electricians without any training?  On the other hand, we may calculate a 
similar cost-benefit analysis of an “A” school program contrasted against 
a potentially cheaper solution (like contracting out an “A” school course).  
Procedures for a cost-benefit analysis can be found in the Analysis SOP. 

ROI calculations are more appropriate for courses that have one or more 
of the following characteristics: 
 Expensive  
 Highly visible  
 Large target audience 
 Strategic  
 Those that have high-level management attention 
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How to Conduct Level 4 Evaluation 
 
Questions posed  

Step IF: THEN: ELSE: 
1 Program Goals 

were identified 
during alignment 
phase of analysis 

Proceed  Use table 1 in Analysis 
SOP to develop 
program goals. 

2 Program Goals 
can be measured 
directly 

Proceed Measure program goals 
indirectly. 

3 Extant data exists Proceed Develop data collection 
plan 

4 Analyze data Proceed to step 5  
5 Report findings 

to client 
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Process 
overview 

The following table illustrates a 10-step process for calculating ROI.  
Detailed procedures for conducting a Level 4 ROI can be found in Phillip’s 
book.1 

 
 

Step: Action: 

1 Determine Evaluation Purpose 

2 Select Evaluation Instruments 

3 Ensure other evaluation levels are in place 

4 Determine Evaluation Timing 

5 Collect Data 

6 Isolate the effects of training 

7 Convert data to monetary values 

8 Calculate cost of the training program 

9 Calculate ROI 

10 Identify intangible benefits 

 

                                                 
1 Adapted from “Return on Investment in training and performance improvement programs” by Jack Phillips. 
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How to Conduct Level 4 Evaluation 
 

Case Study #1: 
Weywolf Boiler 
Maintenance 
Course 

CASREP data show two boilers per year fail on WMEC 210’s due to 
improper/inadequate maintenance.  In turn, these failures result in 
shortened patrols and emergency drydocks to replace the damaged 
boilers.  An analysis showed that performers did not know how to 
maintain and troubleshoot these boilers.  An EPSS was developed 
(electronic job aids) for the Weywolf Boilers and subsequently we have 
had no additional boilers fail.  On average, the emergency drydock repair 
cost $220K.  Two failures per year = $440K/year.  Other benefits: 
Improved cutter readiness.  Cost of the EPSS/Job Aids = $18K.  
Recurring costs for upkeep and web-hosting of the EPSS = $1K/yr. First 
year ROI = ($440K – 18K)/18K = 2340% 

Case Study #2: 
Mark 27 Gyro 
Maintenance 
Course 

Mark 27 Gyro technicians have been trained at the “factory” school 
provided by Sperry.  Tuition for this two week course is $1100 per 
student.  Per diem cost is $125/day (X 13 days) + average airfare to 
Podunk, KS is $350 roundtrip + SPC costs.  The new CG Course is 1 
week in length and Level 2 & 3 data show it is as good or better in all 
regards compared to the factory course.  Other benefits: 1) less time 
away from home, less time away from unit, 2) CG personnel support is 
available at the training site and 3) School staff remain easily available for 
any follow-up technical questions.  To calculate first year ROI we use 
the following cost information: 

Per diem (per day) $125 $10
Tuition (per student) $1,100 $0
Instructor SPC (per convening) $0 $1,575
Airfare: (per student) $350 $350
Variable Cost (per student) $0 $32
Annual # of students: 28 28
Course Length (days) 13 6
Class size: 14 14
# of convenings 2 2
Student SPC (per day) $154 $154
Total Annual Cost $88,831 $30,328
Curriculum Development Cost 0 22,000

 
Finally, we can compute the ROI several ways, but in this case we will 
use a simple “first year savings divided by first year investment required.”  
In this case, this is the cost of curriculum development. 

($88,831-$30,328) - $22,000 

                 $22,000 

  

= 166% ROI
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Case Study #3: 
Revised 
Loran10 
Maintenance 
Course 

While the Loran 10 maintenance course has been revised, the course 
length has remained the same (2 weeks).  A survey of supervisors 
estimates technicians are able to stand independent watches after three 
days of OJT upon returning from the new training.  Previously, the average 
time to independent watch was 3 weeks (21 days).  The benefit is the 
amount of time saved in getting new people up to the standard of being 
able to stand watch independently – and is expressed as a measure of 
standard personnel costs (SPC) that the Coast Guard would have to pay 
(and no longer have to pay) for two people to stand one watch. The 
calculations are 

Benefit: (21-3) X SPC costs * # of grads per year 

Cost: (cost of) ISD development and new materials 

The spreadsheet formula is: =SUM(((21-3)*154)*12/18000) 

Where: 
SPC cost is $154/day, graduates per year is 12, and ISD development 
costs were $18,000. 

  

= 185% ROI
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Glossary of Terms 

 

Analysis Systematic process of examination carried out to distinguish 
problems, situations, or projects appropriate for instructional 
solutions or other suitable interventions to optimize performance. 

Attitudes Feelings regarding performance that are expressed to others. 

Conditions In regards to a performance objective, this component describes 
the variables that must be presented under which the 
performance is to occur (e.g., equipment, environment, 
independently, etc.). 

Criteria In regards to a performance objective, the “criterion” component 
describes how well the learner must perform to attain success.  

Enabling Objective (EO) The specific skills, knowledge, and/or attitudes that learners are 
expected to possess upon conclusion of the instructional delivery 
that contribute to a TPO. 

Evaluation  The process used to measure the value and effectiveness of a 
learning program.  

External Evaluation Occurs after learners have returned to their jobs.  External 
evaluation focuses on whether the learner is able to perform their 
newly acquired skills, knowledge, and attitudes in their world of 
work (Level 3 - transfer), in addition to measuring results of the 
new performance on the organization (Level 4).  

Formative Evaluation Undertaken to collect data and information that is used to 
improve a program or product while the process is ongoing.  Can 
be done in incremental steps during the development stages of a 
project or course of instruction or during students’ learning. 

Internal Evaluation Occurs within the learning environment (e.g., classroom, lab, 
auditorium) to collect data to measure the student’s perceptions 
of the instructional content, instructors, and materials (Level 1) 
and measure students understanding of the instructional 
materials, often by using written “tests”  (Level 2). 

Intervention  In regards to training, intervention refers to changes in the 
training structure, process, or environment that can impact the 
results of learners. 

Knowledge Facts, concepts and principles essential to performing a job or 
task. 
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Terminal Performance 
Objective (TPO) 

Performance objectives, instructional objectives, or behavioral 
objectives, often used synonymously, describe the outcomes or 
results that the instructional designer intends to observe from the 
learners following instruction.  It should describe what you want 
the learners to be able to “do”.  Objectives should include three 
factors: performance, criteria, conditions. 

Organizational 
Outcomes 

This is the desired increase in the organization’s outputs, 
products, or performance improvement that results from 
successful learning. 

Performance In regards to a performance objective, this component answers 
the question, “What will the learner be able to do?” 

Performance Gap The difference between desired results versus actual results in 
performance. 

Return on Investment 
(ROI) 

The benefits gained at the organizational level versus the cost 
and time necessary to complete the training or intervention. 

Skills Ability to behave in ways associated with successful job 
performance. 

SOP Standard Operating Procedures are intended to prescribe steps, 
methods, or procedures to provide consistency in results. 

Summative Evaluation The summed effects on a student or of curriculum material.  For 
curriculum, conducted and used after an instructional program 
has been implemented and all formative evaluation completed.  
Serves as the conclusion in assessing the value of training.   

Transfer (of learning) Learners ability to demonstrate (perform) on the job, the skills, 
knowledge, and attitudes gained in training.  Because learning is 
situation specific, the content and examples of instructional 
materials should be as nearly identical to those found in the 
workplace to effectively promote transfer to the job. 
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18 October 2002   Attn: LT Cary Dixon  

End of Course Survey   
(Level 1) 
 
 
Course Title/No: __________________________________  Date: __________  Gender:   M    F 
 
Paygrade: __Pull down menu__ Your age:     __ Pull down menu __ Time in CG: _ Pull down menu  

E9   - 20  less than 6 mo 
 E8  20 - 25  6 mo – 1 yr 
 E7  26 – 30  + 1 yr 
 E6  31 – 35  + 2 yrs 
 E5  36 – 40  + 3 yrs 
 E4    + 40  + 4 yrs 
 E3    + 5 yrs 
 E2    + 6 yrs 
 E1    + 7 yrs 
 O6    + 8 yrs 
 O5    + 9 yrs 
 O4    + 10 yrs 
 O3    + 15 yrs 
 O2    + 20 yrs 
 O1 
 CWO 
 CIV 
 
Highest Level of education: Pull down menu 
  High school or GED 
  Associate Degree 
  Bachelor Degree 
  Graduate Degree 
 
 
What type of course did you complete?  (please check one)     
 O     Resident course   O      Distance learning course (online) 
(Note:  Default to question 4, not 4b) (Note:  Default to question 4b, not 4) 
  
 
 
Directions:  To improve the quality and delivery of course materials, it is important that you take 
a moment to complete this survey.  The results will remain anonymous and you should be honest 
and direct in your responses.  Your responses will not be held against you.  Indicate your 
response by clicking on the oval of your choice and please include written comments as desired.  
Thank you for helping to improve our course!  
 
 

1. In regards to each item below, what is your opinion of the content of this course? 
 

  Excellent Good Average Fair Poor 
Pace of instruction  O O O O O 
Ease in understanding O O O O O 
Met all course objectives O O O O O 
Organization & transitions O O O O O 
Student responsibilities clear O O O O O 

  
 Additional Comments 
 
 
 
 

2. What is your opinion of the instructors for this course? 
 



18 October 2002   Attn: LT Cary Dixon  

  Excellent Good Average Fair Poor 
Energy and motivation O O O O O 
Prepared for each class O O O O O 
Knowledge of subject matter O O O O O 
Available to provide help O O O O O 
Committed to my success O O O O O 
 
Additional Comments  
 
 
 

3. To what degree are you satisfied with the results of this course? 
 

     Very Somewhat Average Not very  Not at all  
     Satisfied Satisfied  Satisfied  Satisfied  
Meeting your expectations O O O O O 
Enjoyable learning experience  O O O O O 
Your knowledge of the material O O O O O 
Relevance to your job tasks O O O O O 
Your confidence in performing the tasks O O O O O 
 
Additional Comments  
 
 
 

4. Please rate the facilities at TRACEN Petaluma. (Note:  This question would be asked of 
those attending resident training.  For distance learning courses, the survey would 
include question 4”b” below.  This could be determined by the software application based 
on student responses to “What type of course did you complete?”) 

 
  Excellent Good Average Fair Poor N/A 
Barracks / lodging   O O O O O  O 
Galley / Meals O O O O O   O 
MWR facilities (gym, theater, etc.) O O O O O   O 
Classrooms O O O O O   O 
Medical / Dental   O O O O O   O 
Information Resource Center (IRC) O O O O O  O 

  
Additional Comments  
 
 
 
 
4b.  Concerning the distance learning course; Yes No 
 
Did the course fit within your time constraints? O O 
 
Did anything prevent you from accessing this course?   O  O 
(e.g., hardware, software, computer availability, etc.)  
 
Were you given adequate time during the workday to complete  O O 
the course?  
 
Did you experience trouble with “navigation” in the course?  O  O 
(on average, how many “clicks” did it take you to get from one place to another?) Pull down box w/ 1 - 6 
 
Did you have adequate technical help available?    O O 
(Note:  Distance learning course only, include comment box for each item) 



18 October 2002   Attn: LT Cary Dixon  

 
5. What was the most enjoyable thing about this course?  

 
 
 

6. What was the least enjoyable thing about this course?  
 
 
 

7. How could this course or the facilities be improved to better serve your needs?  
 
 
 
 
 
Thank you for your time!  Your feedback is important so that we can continually 
improve the delivery and content of this course to better support the needs of the service.   
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Job Aid for Writing a Test for a TPO 
Context and Contents 
 
 
Purpose This is a job aid to help you write a performance test for a Coast 

Guard terminal performance objective (TPO). 
 ______________________________________________________ 
 
Who should use You should use this job aid if you are a course designer   
this job aid responsible for writing a performance test for a TPO. Ideally you 

are a graduate of the Coast Guard Course Designer Course (CDC) 
or the Accomplishment-Based Curriculum Development (ABCD) 
Curriculum. 

 ______________________________________________________ 
 
When to use Use this job aid after the TPO has been written and, if  
this job aid applicable, after a job aid has been written for the task covered by 

the TPO. 
 ______________________________________________________ 
 
How to use Follow the steps as literally as practical and in the sequence  
this job aid described. 
 ______________________________________________________ 
 
Contents Task A: Decide whether to test the actions as well as the output 

of the TPO………………………………………………………..3 
 
 Task B: Clarify the standards of the TPO……………………..4 
 
 Task C: Write the Performance Qualification Standards (PQS) 

Checklist………………………………………………….7 
 
 Task D: Write directions for the testing officials……………...8 
 
 Appendix A: Example of a performance test………………….9  
 
 Appendix B: Coast Guard standards for performance tests..12 
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Job Aid for Writing a Test for a TPO 
Task A: Decide Whether to Test the Actions as well as the Output of the TPO 
 
Introduction The output of a TPO should always be tested for conformance to 

standards. For most TPO’s, how the student produces the output is 
of less consequence than the quality of the output. For some 
TPO’s, however, it is necessary to evaluate the student’s actions as 
well as the output of the TPO. 

 ______________________________________________________ 
 
Step 1 Check the TPO’s supporting documentation to decide if any of the 

following factors apply to how the TPO is executed: 
 

• Safety 
 
• Regulations 
 
• Legal requirements or liability 
 
• Public relations 

_____________________________________________________ 
 
Step 2 Use the decision table below to determine whether to test the 

actions as well as the output of the TPO: 
 
   

IF the Coast Guard is 
concerned with 

THEN test the 

Only the quality of the output  Output only 
Safety 

Regulations 
Legal issues 

Public relations 

 
Actions and the Output 
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Job Aid for Writing a Test for a TPO 
Task B: Clarify the Standards of the TPO 
 
Introduction This task is the most important task in the writing of valid, reliable 

performance tests! Clear and complete standards for each TPO are 
critically important for accurately testing the student’s 
performance of the TPO. Clear and complete standards enable you 
to guarantee that your graduates have the skills to perform the TPO 
to Coast Guard standards. The most important factor is to be as 
specific as possible in your description of what the testing official 
should observe during the test. 

 
  
 
 
 
 
 
 
 
 
 
 
  

______________________________________________________ 
 
 
Step 1 Describe the standards of the output by doing the following: 
 

• Check the TPO’s supporting documentation to decide 
whether the standards are already described 

 
• Observe an output that has been officially declared to meet 

the standards 
 

• Observe various other outputs and note what is acceptable 
and unacceptable in their quality 

 
• Interview people who approve the outputs and ask them to 

describe acceptable and unacceptable outputs 

Continued on next page 
 

 

Generally, any standard falls into one or more of these 
categories: 

1. Accuracy: The degree of perfection 
required. 

2. Time: The maximum time allowed for 
production of a single output. 

3. Rate of Production: The specific number to 
be produced in a given time. 

4. Safety: Avoidance of injury to people, 
equipment, or the environment. 
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Job Aid for Writing a Test for a TPO 

Task B: Clarify the Standards of the TPO, continued 
 
Decision Table  

IF testing THEN go to  
Actions and Output  Step 2 

Output Only  the Decision Table below 
 
 ______________________________________________________ 
 
Step 2 Describe the standards of the actions by doing the following: 
 

• Observe a performer who consistently produces the output 
to standards, noting her or his actions 

 
• Observe various performers and note what is acceptable 

and unacceptable in their performance 
 

• Interview performers and supervisors and ask them to 
describe acceptable and unacceptable performance 

 
• Consult a published description of the actions, noting the 

points that describe acceptable actions 
 

______________________________________________________ 
 
Decision Table 

IF you are THEN go to 
Satisfied that the standards 
descriptions are clear and 

complete enough  

 
Task C 

Concerned that the standards 
descriptions are not clear and 

complete enough 

 
Step 3  

 
 ______________________________________________________ 

Continued on next page 
 



 6

Job Aid for Writing a Test for a TPO 
Task B: Clarify the Standards of the TPO, continued 
 
Step 3    

Write the current draft standards statement from the previous steps.  
 

Circle any terms you think could be misinterpreted. 
 
For each circled term, write the specific, observable actions and 
outputs that, if observed, would cause you to agree the standard 
covered by the term was achieved. 

 
Test the edited term with the question, “If the student executed 
each of these actions and produced each of these outputs, would it 
be obvious to any observer that the student had met the standard?” 
When you can answer “yes,” the standard is finished. 

 
Repeat the sub-steps above for each term that could be 
misinterpreted. 
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Job Aid for Writing a Test for a TPO 
Task C: Write the Performance Qualification Standards (PQS) Checklist  
 
Purpose The purpose of the Performance Qualification Standards (PQS) 

Checklist is to present the standards of performance in a format 
designed for the testing official to observe the output of the TPO, 
and where necessary, the actions for producing the output. 

 _____________________________________________________ 
 
Step 1 Write the standards of the output of the TPO by following the 

procedure below: 
 

1. List each characteristic on the checklist along with places 
to check “Yes” or “No.” 

 
2. Phrase the standards so that each characteristic on the 

checklist is worded so that the output to standards results in 
a “Yes” being checked. 

 
3. Make spaces for the testing official to write the student’s 

name, the date of taking the test, and the testing official’s 
signature to indicate that performance meets the standards. 

 
______________________________________________________ 

 
Decision Table  

IF testing the THEN go to 
Output of the TPO only Task D 
Actions and the output Step 2 

 ______________________________________________________ 
 
Step 2   Write the standards for the actions of the TPO by following the  
   procedure below: 
 

1. List and number each action to be observed. (Note: The 
testing official would circle any action that is not 
performed to standard.) 

 
2. Phrase each action, as the testing official would observe the 

action being performed to standards. 
 

3. Insert the actions above the standards for the output. 
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Job Aid for Writing a Test for a TPO 
Task D: Write Directions for the Testing Officials  
 
Purpose The purpose of the writing directions for the testing officials is to 

ensure that each testing official administers the test in the same 
way. The more specific and clear you are, the better your chances 
for fair and accurate testing. 

 ______________________________________________________ 
 
Step 1 Write the specific directions to include the “who, what, when, 

where, why, and how,” as appropriate, of the performance test. 
 ______________________________________________________ 
 
Step 2 As appropriate, include the following categories of information: 
 

• Scheduling 
 

• Equipment and resources required for testing the 
performance 

 
• Assistance allowed for the student to use 

 
• Tools and references allowed for the student to use 

 
• Verbatim instructions to be read aloud by the testing 

official to the student or to be read by the student upon 
receiving the test 

 
• Remedial procedures to assign to the student based on 

specific errors in performance 
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Job Aid for Writing a Test for a TPO 
Appendix A: Example of a Performance Test  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TPO Test for Writing a Terminal Performance Objective, Version 17 June 2003 
 
Introduction This test evaluates the student’s proficiency in writing terminal 

performance objectives. The test measures the standards of the output, 
that is, the objective only. It does not measure the actions the student 
takes to write the objective. 

 __________________________________________________________
 
TPO The terminal performance objective measured by this test is described 

below: 
 
 Performance: The course designer will write a terminal performance 

objective (TPO). 
 
 Conditions: Given a job title (and specialty, if applicable) and a task 

performed on the job, and using the Coast Guard Job Aid for Writing 
Performance Objectives. 

 
 Standards: The objective will list the performance (action and output) as 

it is produced on the job. The objective will list the conditions 
applicable to the job, to include tools and equipment to be used, as well 
as any environmental constraints.  The objective will describe clearly 
and precisely criteria for successful performance, to include, as 
applicable, accuracy, time, productivity, and safety. 

 __________________________________________________________
 
Scheduling 1. Test the student when she or he tells you he or she is ready to write 

the performance objective for her or his assigned task.  
 

2. Give the student a copy of the PQS Checklist for Writing 
Performance Objectives. 
 
3. Tell the student to make sure the objective matches the standards on 
the checklist when she or he gives the completed objective to you for 
evaluation. 

 __________________________________________________________
 
Materials  The student may write the objective by hand or write the objective on a 

computer. The student may give you a paper version or an electronic 
version. 

 __________________________________________________________
 
Assistance The student is allowed to use the Coast Guard Job Aid for Writing 

Performance Objectives, any references related to instructional design 
and development, and any information concerning the assigned task. 

 
 The student may NOT receive assistance from anyone, except to gather 

more information regarding the assigned task. 
 __________________________________________________________
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Job Aid for Writing a Test for a TPO 
Appendix A: Example of a Performance Test, continued  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TPO Test for Writing a Terminal Performance Objective, Version 17 June 2003 continued 

 
Instructions Read the following to the student, “You are now ready to write the 

performance objective for your assigned task. Here is your PQS 
Checklist for Writing a Performance Objective.  

 
“Use the Coast Guard Job Aid for Writing Terminal Performance 
Objectives and the data concerning your assigned task as you write your 
objective. You may also use any reference materials related to the 
design and development of instruction.  
 
“You may get assistance related to understanding your assigned task, 
but you must write the objective by yourself.   
 
“When you are finished writing the objective, compare your results with 
the data on the PQS checklist. When you are confident that your 
objective matches the standards on the checklist, give me a paper copy 
of the objective, or send me the objective as an attachment to an e-mail 
message. 
 
“I will then compare your objective to the standards on the checklist and 
give you feedback. What are your questions?” 

 __________________________________________________________ 
 
Scoring Results After comparing the student’s objective with the PQS checklist, mark 

the checklist and use the decision table below.  
 

IF you checked THEN 
Yes for every item   Sign and date the checklist 

No for any item Remediate 
 
 __________________________________________________________ 
 
Remediation For each item you marked “no” on the checklist: 
 

1. Refer the student to the relevant task and step of the Job Aid for 
Writing Terminal Performance Objectives.  

 
  2. Have the student compare and contrast the data from her or his 

assigned task with the guidance in the job aid. 
 
 3. Tell the student to write the objective again and then show the 

objective to you for review. 
____________________________________________________________________________ 
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Job Aid for Writing a Test for a TPO 
Appendix A: Example of a Performance Test, continued  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PQS Checklist for Writing a Terminal Performance Objective, Version 17 June 2003 

 
   Quality Characteristic    Yes No 
 

1. The performance statement: 
 

• Contains the action verb executed on the job     
 

• Contains the output produced on the job     
 

2. The conditions statement lists: 
 

• Conditions that match as closely as possible those  
found on the job         

 
• Cue or cues that stimulate the performer to act    

 
• Tools and equipment used to perform the TPO    

 
• References, job aids, and assistance used to perform  

the TPO         
 

• The range of conditions typically found on the job    
 

• Any restrictions placed on the performance or its  
environment        

 
3. The standards statement: 

 
• Matches the standards found on the job     

 
• Avoids words subject to misinterpretation     

 
• Lists only the criteria that separate acceptable  

performance from unacceptable      
 

• Lists the specific, observable characteristics of the output   
 

• IF specific actions are required, THEN the actions are  
in sequence and are specific, observable behavior    

 
 
 
 ____________________  __________ ______________________ 
 Student’s Name   Date  Testing Official’s Signature
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Job Aid for Writing a Test for a TPO 
Appendix B: Coast Guard Standards for Performance Tests  
 

1. There is a performance test on file for each Terminal Performance Objective 
(TPO) listed in the curriculum outline. 

 
2. The performance test includes the applicable TPO. 

 
3. The performance test contains no more and no less cues than are found on the job. 

 
4. The performance test contains a Performance Qualification Standards (PQS) 

Checklist that describes the specific, observable quality characteristics of the 
output of the task on the job. 

 
5. The performance test describes precisely each characteristic that meets the criteria 

of the output of the task on the job. 
 

6. Each quality characteristic is described so that performance to standards results in 
a “yes” being checked on the PQS Checklist. 

 
7.  

 
IF the TPO’s standards include 

criteria regarding 
THEN 

Safety 
Regulations 

Legal requirements or liability 
Public relations 

The performance test evaluates the 
actions as well as the output of the task 

on the job. 

 
 

8.  
 

IF THEN 
 
 
The performance test evaluates the 
actions as well as the output of the task 
on the job 

1. Each specific, observable action on 
the PQS Checklist is listed in sequence 
and numbered. 
 
2. Each action is described in specific, 
observable behavior, as one would 
observe performance to standards on 
the job. 
 
 

 
 ______________________________________________________ 

Continued on next page
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Job Aid for Writing a Test for a TPO 
Appendix B: Coast Guard Standards for Performance Tests, continued  
 
 

9. Spaces are included on the PQS Checklist for the student’s name, date, and the 
testing official’s signature. 

 
10. The instructions on the performance test include the following categories of 

information, as appropriate: 
 

• Scheduling 
• Equipment and resources required for conducting the test 
• Assistance allowed the student 
• Tools, equipment, references, and information allowed for the student 
• Verbatim instructions to be read to or by the student 
• Specific remedial procedures to assign to the student during the feedback 

session after the performance test.  
 

11. The remedial procedures refer directly to specific errors in the student’s 
performance on the test. 

 
12. The performance test and the PQS Checklist include the date of their version’s 

publication. 
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TERMINAL PERFORMANCE OBJECTIVES (TPO’S) 

TPO’s B.4.05 Obtain a history of present illness (hpi) with review of systems (ros), 
and past medical history (pmh).  

 B.4.06 While supervised perform an examination on a patient. 

 B.4.07 Perform a case presentation for a patient. 

 B.4.08 Develop a treatment plan for a patient. 

 B.4.09-.29 Establish a differential diagnosis for a patient. 

 B.4.33 Properly document a patient encounter using the “Subjective; Objective; 
Assessment; Plan” (S.O.A.P.) format. 

 B.4.34 Use appropriate medical terminology and correct spelling in S.O.A.P. 
notes. 

   

ENABLING OBJECTIVES (EO’S) 

EO’s 
 

Demonstrate the proper interview and examination skills established for 
each body system as defined on each Assessment Body System Skills 
Sheet. 

  
Demonstrate proficiency in interviewing, examination and determining 
a differential diagnosis for body systems as defined on the Assessment 
and Treatment Body Systems Skills Sheet. 

  
Demonstrate proficiency in requesting, interpreting and processing 
laboratory tests as defined on the Assessment and Treatment Body 
Systems Skills Sheet. 

  
Demonstrate proficiency in recording patient data as defined on the 
Assessment and Treatment Body Systems Skills. 

  
Demonstrate proficiency in counseling and treating as defined on the 
Assessment and Treatment Body Systems Skills. 
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Assessment of the Skin, Hair, Nails and Regional Lymphatics 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 
 
CHECKED THE FOLLOWING                  YES           NO 
PREPARATION 
Introduced self, explained exam and gave proper instructions to patient   
Assembled needed equipment and arranged for proper environment   
HISTORY   
Obtained information regarding general state of health   
Reviewed Integumentary system problems   
Explored past history   
Obtained information regarding any lesion(s) present   
OBSERVATIONS   
General appearance: color and  moisture   
Skin of head, neck, upper chest and extremities   
Fingernails, toenails and nail beds   
Hair   
Scalp   
PALPATION   
Skin for moisture   
Skin for turgor   
Skin for temperature   
Skin for edema   
Nail beds: sponginess, color and capillary refill   
Hair for texture   
PALPATION OF LYMPH NODES   
Preauricular   
Posterior auricular   
Occipital   
Tonsillar   
Submandibular   
Submental   
Superficial cervical   
Deep cervical chain   
Supraclavicular   
Axillary and Epitrochlear   
Inguinal and femoral   
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EVALUATION OF POSITIVE FINDINGS   
Palpated lesion   
Morphology   
Arrangement   
Distribution   
APPROACH TO PATIENT   
Followed logical exam sequence   
Positioned patient properly   
Draped patient properly   
Explained findings to patient   
Palpation effective but gentle   
Techniques performed properly   
Student can not miss more than 5 items for a go GO NO 
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Assessment and Treatment of Dermatological Conditions 
 
Name: ______________________________Date: ________________ Evaluator: _________________________ 

 
Case Codes: 001 002 003 004 005 006 007 008                Points        Points 
  009 010 011 012 013 014 015 016 017     Possible     Awarded 
PREPARATION 
Introduced self and gave proper instructions to patient 3  
Assembled needed equipment and arranged for proper environment  1  
HISTORY   
Obtained Chief Complaint and reviewed HPI/MOI to include: OPQRST  and ROS 9  
Obtained PMH, FH, All and Meds to include ETOH and tobacco use 7  
VITAL SIGNS   
Determined mental status, general appearance and impression 2  
Obtained temperature, pulse, blood pressure and respirations 5  
Considered others warranted: age, height and weight 3  
EVALUATION OF DERMATOLOGICAL CONDITIONS   
Evaluated skin color, temperature, moisture, edema, circulation, turgor and texture 5  
Evaluated contour and symmetry 3  
Evaluated morphology: lesion type(s), size, 1’ or 2’ and tenderness 5  
Evaluated arrangement: linear, clustered, annular, dermatomal, confluent etc. 5  
Evaluated distribution 5  
Performed and considered specialty tests: woods lamp 2  
Palpated appropriate regional lymphatics 4  
OVERALL ASSESMENT   

Ensured adequate visualization, proper and safe positioning of patient  2  

Performed a symmetrical and logical exam sequence  2  

Performed a complete exam: techniques effective and performed properly 2  

ASSESMENT    
Established a differential diagnosis 4  
TREATMENT PLAN   
Developed and prescribed appropriate pharmaceutical 6  
Developed, collected and performed proper labs 4  
Developed proper patient instructions 4  
Developed appropriate duty status 4  
Considered referrals  2  
CASE PRESENTATION   
Performed and presented appropriate information using logical, clear and concise 
phraseology 

11  

TOTAL: 90% is passing. 100  
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Assessment of the Musculoskeletal System 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

CHECKED THE FOLLOWING                  YES           NO 
PREPARATION 
Introduced self, explained exam and gave proper instructions to patient   
Assembled needed equipment and arranged for proper environment    
HISTORY   
Obtained information regarding general state of health   
Reviewed injuries and exercise level   
Obtained information regarding any positive symptoms   
Explored past history   
OBSERVATIONS   
General appearance   
Muscle mass, bone structure, contour and symmetry   
Posture and gait   
ASSESSED SYMMETRY, RANGE OF MOTION AND MUSCLE STRENGTH   
Head and cervical spine   
Thoracic and lumbar spine   
Shoulders: deltoid   
Elbows: biceps and triceps   
Wrists and hands   
Hips and pelvis: adductors   
Knees: hamstrings    
Ankles and feet   
SURVEYED JOINTS AS FOLLOWS   
Temporomandibular   
Spine   
Shoulder   
Elbows   
Wrist   
Fingers and hands   
Hips   
Knees   
Ankles and feet   
EVALUATION OF POSITIVE FINDINGS   
Evaluated range of motion of joints   
Evaluated muscle strength   
Identified any abnormality present   
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APPROACH TO PATIENT   
Draped patient properly    
Positioned patient properly   
Followed logical exam sequence   
Palpation effective but gentle    
Techniques performed properly   
Explained findings to patient   
Student can not miss more than 5 items for a go GO NO 
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Assessment and Treatment of Musculoskeletal Conditions 
 
Name: ______________________________Date: _________________ Evaluator:_________________________ 

 
Case Codes: 018 019 020 021 022 023        Points        Points 
               Possible     Awarded 
PREPARATION 
Introduced self and gave proper instructions to patient 3  
Assembled needed equipment and arranged for proper environment  1  
HISTORY   
Obtained Chief Complaint and reviewed HPI/MOI to include: OPQRST and ROS 9  
Obtained PMH, FH, All and Meds to include ETOH and tobacco use 7  
VITAL SIGNS   
Determined mental status, general appearance and impression 2  
Obtained temperature, pulse, blood pressure and respirations 5  
Considered others warranted: age, height and weight 3  
EVALUATION OF THE MUSCULOSKELETAL CONDITION   
Evaluated related systems: skin, neurological etc.  4  
Evaluated skin temperature and edema 4  
Evaluated muscle mass, bone structure, contour, symmetry and circulation 4  
Evaluated posture and gait 4  
Evaluated range of motion 4  
Evaluated muscle strength 4  
Evaluated neighboring joints 4  

OVERALL ASSESMENT   

Ensured adequate visualization, proper and safe positioning of patient  2  

Performed a symmetrical and logical exam sequence  3  

Performed a complete exam: techniques effective and performed properly 2  

ASSESMENT    
Established a differential diagnosis 4  
TREATMENT PLAN   
Developed and prescribed appropriate pharmaceutical 6  
Developed, collected and performed proper labs 4  
Developed proper patient instructions 4  
Developed appropriate duty status 4  
Considered referrals  2  
CASE PRESENTATION   
Performed and presented appropriate information using logical, clear and concise 
phraseology 

11  

TOTAL: 90% is passing. 100  
 



 

21

 

 
 

Chapter 3 
 

The Eyes 
& 

Neurological 
System 

 



 

23

 

Assessment of the Eye 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

CHECKED THE FOLLOWING                  YES           NO 
PREPARATION 
Introduced self, explained exam and gave proper instructions to patient   
Assembled needed equipment and arranged for proper environment    
HISTORY   
Obtained information regarding general state of health   
Reviewed system for pathology or injuries   
Explored past history   
EVALUATION OF EYE CONDITIONS   
Tested visual acuity: CN II   
Tested visual fields: confrontation   
Tested extraocular muscle functions: CN III, IV, VI   
Tested six cardinal fields   
Tested corneal light reflex   
Inspected position of globe    
Inspected eyelids and eyelashes   
Inspected conjunctiva and sclera   
Inspected cornea   
Inspected anterior chamber   
Inspected and palpated lacrimal apparatus   
Inspected iris   
Tested pupils for size, shape, reflexes and accommodation   
Performed ophthalmoscopic Exam   
APPROACH TO PATIENT   
Followed logical exam sequence   
Positioned patient properly   
Draped patient properly   
Explained findings to patient   
Palpation effective but gentle   
Techniques performed properly   
Student can not miss more than 5 items for a go GO NO 
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Assessment of the Neurological System 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

CHECKED THE FOLLOWING                  YES           NO 
PREPARATION 
Introduced self, explained exam and gave proper instructions to patient   
Assembled needed equipment and arranged for proper environment    
HISTORY   
Obtained information regarding general state of health   
Reviewed for central nervous system concerns   
Explored past history   
Determined medication history   
EVALUATION OF NEUROLOGICAL CONDITIONS   
Determined mental status   
Identified any area of tenderness or numbness   
EVALUATION OF CRANIAL NERVES   
CN I – Olfactory: not normally tested   
CN II – Optic: examine the optic fundi   
CN III, IV, VI – Oculomotor, Trochlear, Abducens: EOM   
CN V – Trigeminal: teeth clench   
CN VII – Facial: frown/smile   
CN VIII – Acoustic: tuning fork   
CN IX X – Glossopharyngeal Vagus: uvula rise/gag reflex   
CN XI - Spinal accessory: shoulder shrug   
CN XII – Hypoglossal: protrude tongue   
EVALUATION OF MOTOR FUNCTION   
Performed Romberg test   
Evaluated fine motor function upper extremity: two techniques   
Evaluated fine motor function lower extremity: two techniques   
EVALUATION OF SENSORY FUNCTION   
Evaluated sensory function: light touch, painful and vibratory sensation   
Performed and evaluated discriminatory sensation   
EVALUATION OF DEEP TENDON REFLEXES   
Biceps   
Triceps   
Brachioradials   
Patellar   
Achilles   
TESTED PATHOLOGICAL REFLEXES   
Babinski   
Ankle Clonus   
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APPROACH TO PATIENT   
Followed logical exam sequence   
Positioned patient properly   
Draped patient properly   
Explained findings to patient   
Palpation effective but gentle   
Techniques performed properly   
Student can not miss more than 5 items for a go GO NO 
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Assessment and Treatment of Eye Conditions 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

Case Codes: 024 025 026 027 028 029 030 031 070           Points       Points 
                Possible    Awarded 
PREPARATION 
Introduced self and gave proper instructions to patient 3  
Assembled needed equipment and arranged for proper environment  1  
HISTORY   
Obtained Chief Complaint and reviewed HPI/MOI to include: OPQRST and ROS 9  
Obtained PMH, FH, All and Medications to include ETOH and tobacco use 7  
VITAL SIGNS   
Determined mental status, general appearance and impression 2  
Obtained temperature, pulse, blood pressure and respiration’s 5  
Considered others warranted: age, height and weight 2  
EVALUATION OF EYE CONDITIONS   
Evaluated related systems: head, neurological etc.  3  
Evaluated visual acuity 3  
Evaluated visual fields: confrontation 3  
Evaluated extraocular muscles: six cardinal fields 3  
Evaluated position of globe 3  
Evaluated eyelids, eyelashes, conjunctivae, and sclerae 3  
Evaluated cornea, anterior chamber and iris 3  
Palpated lacrimal apparatus 3  
Evaluated pupillary reactions: size/accommodation, direct/consensual 3  
Performed ophthalmoscopic exam 3  
OVERALL ASSESMENT   

Ensured adequate visualization, proper and safe positioning of patient  2  

Performed a symmetrical and logical exam sequence  2  

Performed a complete exam: techniques effective and performed properly 2  

ASSESMENT    
Established a differential diagnosis 4  
TREATMENT PLAN   
Developed and prescribed appropriate pharmaceutical 6  
Developed, collected and performed proper labs 4  
Developed proper patient instructions 4  
Developed appropriate duty status 4  
Considered referrals  2  
CASE PRESENTATION   
Performed and presented appropriate information using logical, clear and concise 
phraseology 

10  

TOTAL: 90% is passing. 100  
 



 

29

 

 
 

Chapter 4 
 

The Head, Eyes, Ears, Nose 
& 

Throat 
System 

 



 

31

 

Assessment of the HEENT System 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

CHECKED THE FOLLOWING                  YES           NO 
PREPARATION 
Introduced self, explained exam and gave proper instructions to patient   
Assembled needed equipment and arranged for proper environment    
HISTORY   
Obtained information regarding general state of health   
Reviewed systems for pathology or injuries   
Probed positive symptoms   
Explored past history   
EVALUATION OF HEAD AND FACE CONDITIONS   
Evaluated entire head, including scalp   
Inspected for conditions of skin, face, color and symmetry   
Palpation including sinus areas, temporomandibular joint and temporal artery   
Evaluated CN V, VII (masseter compression, facial sensation and facial muscles)   
EVALUATION OF EAR CONDITIONS   
Inspected and palpated auditory meatus and mastoid area   
Performed screening test for hearing: Weber and Rinne tests   
Performed otoscopic exam of ear canals and tympanic membranes   
EVALUATION OF EYE CONDITIONS   
Evaluated visual acuity   
Evaluated visual fields: confrontation   
Evaluated extraocular muscles: six cardinal fields   
Evaluated eyelids, eyelashes, conjunctivae, and sclerae   
Evaluated cornea, anterior chamber and iris   
Palpated lacrimal apparatus   
Evaluated pupillary reactions: size/accommodation, direct/consensual   
Performed ophthalmoscopic Exam   
EVALUATION OF NOSE CONDITIONS   
Evaluated external nose and nasal cavities   
Palpated sinuses: frontal and maxillary   
EVALUATION OF THROAT CONDITIONS   
Evaluated oral cavity: lips, buccal mucosa, tongue, tonsils, posterior pharynx, ginavae, 
palate, breath and voice 

  

Evaluated CN IX and X (swallowing, gag response and palatal movement)   
Evaluated CN XII (tongue movement)   
EVALUATION OF NECK CONDITIONS   
Palpated: all lymph nodes in head, neck and supraclavicular regions   
Evaluated the thyroid gland   
Evaluated range of motion of cervical spine   
Evaluated CN XI (shoulder shrug)   
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EVALUATION OF CERVICAL LYMPH NODES   
Preauricular   
Posterior auricular   
Occipital   
Tonsillar   
Submandibular   
Submental   
Superficial cervical   
Deep cervical chain   
Supraclavicular   
APPROACH TO PATIENT   
Followed logical exam sequence   
Positioned patient properly   
Draped patient properly   
Explained findings to patient   
Palpation effective but gentle   
Techniques performed properly   
Student can not miss more than 5 items for a go GO NO 
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Assessment and Treatment of Head, Ears, Nose and Throat Conditions 
 

Name: ______________________________Date: _________________ Evaluator: _________________________ 

Case Codes: 032 033 034 035 036 037 038 039 040          Points        Points 
  041 042 043           Possible     Awarded 

PREPARATION 
Introduced self and gave proper instructions to patient 3  
Assembled needed equipment and arranged for proper environment  1  
HISTORY   
Obtained Chief Complaint and reviewed HPI/MOI to include: OPQRST and ROS 9  
Obtained PMH, FH, All and Medications to include ETOH and tobacco use 7  
VITAL SIGNS   
Determined mental status, general appearance and impression 3  
Obtained temperature, pulse, blood pressure and respiration’s 5  
Considered others warranted: age, height and weight 2  
EVALUATION OF HEAD EARS NOSE AND THROAT CONDITIONS   
Evaluated for conditions of the head noting the skin, face, color and symmetry 3  
Palpated temporomandibular joint and temporal artery 3  
Evaluated for conditions of the ear noting auditory meatus and mastoid area 3  
Performed otoscopic exam of ear canals, tympanic membranes including mobility 3  
Evaluated for conditions of the eye performing PERLA and EOM 3  
Evaluated for conditions of the nose and considered palpation of sinuses 3  
Evaluated for conditions of the oral cavity and posterior pharynx 3  
Observed gag response, palatal movement and tongue movement 3  
Palpated appropriate lymph nodes in head, neck and supraclavicular regions 3  
Evaluated range of motion of cervical spine 2  
OVERALL ASSESMENT   

Ensured adequate visualization, proper and safe positioning of patient  2  

Performed a symmetrical and logical exam sequence  2  

Performed a complete exam: techniques effective and performed properly 2  

ASSESMENT    
Established a differential diagnosis 4  
TREATMENT PLAN   
Developed and prescribed appropriate pharmaceutical 6  
Developed, collected and performed proper labs 4  
Developed proper patient instructions 4  
Developed appropriate duty status 4  
Considered referrals  2  
CASE PRESENTATION   
Performed and presented appropriate information using logical, clear and concise 
phraseology 

11  

TOTAL: 90% is passing. 100  
 



 

35

 

 
 

Chapter 5 
 

Respiratory 
System 

 



 

37

 

Assessment of the Respiratory System 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

CHECKED THE FOLLOWING                  YES           NO 
PREPARATION 
Introduced self, explained exam and gave proper instructions to patient   
Assembled needed equipment and arranged for proper environment    
HISTORY   
Obtained information regarding general state of health   
Reviewed respiratory system problems   
Explored past history   
Determined smoking history and risk factors for respiratory disease   
OBSERVATIONS   
General appearance: skin color   
Fingernails and toenails   
Thorax   
Breathing pattern and rate   
PALPATION   
Trachea   
Thoracic expansion   
Tactile fremitus   
Ribs and thorax   
PERCUSSION   
Survey of thorax   
Diaphragmatic excursion   
AUSCULTATION   
Survey of thorax   
Vocal resonance   
EVALUATION OF POSITIVE FINDINGS   
Evaluated tactile fremitus   
Evaluated percussion sounds   
Evaluated breathing sounds   
Evaluated vocal fremitus   
Identified any abnormality   
APPROACH TO PATIENT   
Followed logical exam sequence   
Positioned patient properly   
Draped patient properly   
Explained findings to patient   
Palpation effective but gentle   
Techniques performed properly   
Student can not miss more than 5 items for a go GO NO 
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Assessment and Treatment of Respiratory Conditions 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

Case Codes: 044 045 046 072 073         Points        Points 
               Possible     Awarded 
PREPARATION 
Introduced self and gave proper instructions to patient 3  
Assembled needed equipment and arranged for proper environment  1  
HISTORY   
Obtained Chief Complaint and reviewed HPI/MOI to include: OPQRST and ROS 9  
Obtained PMH, FH, All and Medications to include ETOH and tobacco use 7  
VITAL SIGNS   
Determined mental status, general appearance and impression 2  
Obtained temperature, pulse, blood pressure and respiration’s 5  
Considered others warranted: age, height and weight 3  
EVALUATION OF RESPIRATORY CONDITIONS   
Evaluated related systems: HEENT and lymphatic 4  
Evaluated Assessed skin color and nails 3  
Evaluated symmetry of the thorax, breathing pattern and rate 3  
Evaluated thoracic expansion during expiration/inspiration: anterior and posterior 4  
Evaluated tactile fremitus: anterior and posterior 3  
Percussed thorax: anterior and posterior  3  
Evaluated thorax: anterior, posterior and lateral 3  
Evaluated breathing sounds 4  
Evaluated transmitted voice sounds 3  
OVERALL ASSESMENT   

Ensured adequate visualization, proper and safe positioning of patient  2  

Performed a symmetrical and logical exam sequence  2  

Performed a complete exam: techniques effective and performed properly 2  

ASSESMENT    
Established a differential diagnosis 4  
TREATMENT PLAN   
Developed and prescribed appropriate pharmaceutical 6  
Developed, collected and performed proper labs 4  
Developed proper patient instructions 4  
Developed appropriate duty status 4  
Considered referrals  2  
CASE PRESENTATION   
Performed and presented appropriate information using logical, clear and concise 
phraseology 

11  

TOTAL: 90% is passing. 100  
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Assessment of the Abdominal System 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

CHECKED THE FOLLOWING                  YES           NO 
PREPARATION 
Introduced self, explained exam and gave proper instructions to patient   
Assembled needed equipment and arranged for proper environment    
HISTORY   
Obtained information regarding general state of health   
Reviewed gastrointestinal system   
Explored past history   
Obtained information regarding dietary habits   
OBSERVATIONS   
General appearance   
Skin, color, scares, venous network and umbilicus   
Symmetry and contour   
Surface characteristics   
Inspected surface motion: peristalsis and pulsation   
AUSCULTATION   
Four quadrants   
Abdominal aorta, renal arteries and femoral arteries   
PERCUSSION   
Four quadrants   
Liver – borders and span   
Spleen   
Gastric bubble   
PALPATION   
Four quadrants: tenderness, masses and muscle tone   
Location of major structures: aorta and organs to include: liver, spleen and kidney   
Inguinal lymph nodes and femoral pulses   
EVALUATION OF ABDOMEN   
Evaluated bowel sounds   
Evaluated percussion notes   
Evaluated palpable findings   
Evaluated Murphy’s sign   
Evaluated for abdominal hernias   
Evaluated for appendicitis, obturator sign and psoas sign   
Evaluated for rebound tenderness   
Identified any abnormal findings   
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EVALUATION OF RECTUM   
Patient positioned with elbows on exam table   
Inspected external anus   
APPROACH TO PATIENT   
Followed logical exam sequence   
Positioned patient properly   
Draped patient properly   
Explained findings to patient   
Palpation effective but gentle   
Techniques performed properly   
Student can not miss more than 5 items for a go GO NO 
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Assessment and Treatment of Gastrointestinal Conditions 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

Case Codes: 047 048 049 050 051 052 053 054       Points        Points 
                Possible    Awarded 
PREPARATION 
Introduced self and gave proper instructions to patient 3  
Assembled needed equipment and arranged for proper environment  1  
HISTORY   
Obtained Chief Complaint and reviewed HPI/MOI to include: OPQRST and ROS 9  
Obtained PMH, FH, All and Medications to include ETOH and tobacco use 7  
VITAL SIGNS   
Determined mental status, general appearance and impression 2  
Obtained temperature, pulse, blood pressure and respiration’s 5  
Considered others warranted: age, height and weight 3  
EVALUATION OF GASTROINTESTINAL CONDITIONS   
Evaluated related systems: HEENT, respiratory  2  
Evaluated abdomen or anus for abnormalities 3  
Evaluated  symmetry and contour 2  
Auscultated four quadrants and bruits 3  
Evaluated bowel sounds 3  
Percussed four quadrants, liver span and splenic dullness  4  
Palpated four quadrants and appropriate lymphatic region 4  

Evaluated rebound and CVA tenderness 2  

Evaluated abdominal hernias 2  

Evaluated  for appendicitis, obturator sign and psoas sign 4  

OVERALL ASSESMENT   

Ensured adequate visualization, proper and safe positioning of patient  2  

Performed a symmetrical and logical exam sequence  2  

Performed a complete exam: techniques effective and performed properly 2  

ASSESMENT    
Established a differential diagnosis 4  
TREATMENT PLAN   
Developed and prescribed appropriate pharmaceutical 6  
Developed, collected and performed proper labs 4  
Developed proper patient instructions 4  
Developed appropriate duty status 4  
Considered referrals  2  
CASE PRESENTATION   
Performed and presented appropriate information using logical, clear and concise 
phraseology 

11  

TOTAL: 90% is passing. 100  
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Assessment and Treatment of Urinary Conditions 
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

Case Codes: 055 056 057 058 059 060 061 062                     Points        Points 
  063 064 065 067 068         Possible     Awarded 
PREPARATION 
Introduced self and gave proper instructions to patient 3  
Assembled needed equipment and arranged for proper environment  1  
HISTORY   
Obtained Chief Complaint and reviewed HPI/MOI to include: OPQRST and ROS 9  
Obtained PMH, FH, All and Medications to include ETOH and tobacco use 7  
VITAL SIGNS   
Determined mental status, general appearance and impression 2  
Obtained temperature, pulse, blood pressure and respiration’s 5  
Considered others warranted: age, height and weight 3  
EVALUATION OF URINARY CONDITIONS   
Evaluated related systems: gastrointestinal and endocrine  5  
Obtained STD history to include test of cure 3  
Evaluated and probed for positive and negative symptoms 4  
Evaluated urinary output: frequency, urgency and dysuria 3  
Evaluated CVA tenderness 3  
Palpated appropriate regional lymphatics 3  
EVALUATION OF PERSONAL CARE   
Discussed & Informed of BSE/TSE 2  
Discussed contraception: BCP’s, condoms 3  
Reviewed menstrual history: pap smears, pregnancy history and number of deliveries 3  
OVERALL ASSESMENT   

Ensured adequate visualization, proper and safe positioning of patient  2  

Performed a symmetrical and logical exam sequence  2  

Performed a complete exam: techniques effective and performed properly 2  

ASSESMENT    
Established a differential diagnosis 4  
TREATMENT PLAN   
Developed and prescribed appropriate pharmaceutical 6  
Developed, collected and performed proper labs 4  
Developed proper patient instructions 4  
Developed appropriate duty status 4  
Considered referrals  2  
CASE PRESENTATION   
Performed and presented appropriate information using logical, clear and concise 
phraseology 

11  

TOTAL: 90% is passing. 100  
 



 

51

 

 
 

Chapter 8 
 

Integration 
of the 

Physical Exam 

 



 

53

 

Integration of the Physical Assessment  
 
Name: ______________________________Date: _________________ Evaluator: _________________________ 

CHECKED THE FOLLOWING                  YES           NO 
OVERALL ASSESSMENT 
Performance: Did the student perform the examination completely, using appropriate 
technique, allowing for adequate visualization, and positioning the patient safely 

  

PREPARATION   
Introduced self   
Explained exam   
Gave proper instructions   
Assembled needed equipment   
Arranged for proper environment   
VITAL SIGNS   
Blood pressure   
Pulse   
Respiratory rate   
Temperature   
GENERAL APPEARANCE   
Inspection: skin, fingernails, toenails, muscle mass   
HEAD   
Inspection: entire head, including scalp   
Palpation: entire head, including sinus areas and temporomandibular joint   
Assessment: cranial nerves V and VII: masseter compression, facial sensation   
EYE   
Evaluation of visual acuity   
Inspection: external ocular structures and function   
Inspection: lens and retina   
EARS   
Screening test for hearing: Weber and Rinne   
Inspection and palpation: outer ears   
Inspection: ear canals and tympanic membranes   
NOSE   
Inspection: nose nasal passages   
ORAL CAVITY   
Inspection: entire oral cavity   
Evaluation: cranial nerves IX and X: swallowing, gag response and palatal movement   
Evaluation of cranial nerve XII: tongue movement   
NECK   
Palpation: all lymph nodes in head, neck and supraclavicular regions   
Inspection and palpation of thyroid   
Inspection of venous distention   
Observed range of motion of cervical spine and cranial nerve XI: shoulder shrug   
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CHEST-RESPIRATORY   
Inspection: thorax, anteriorly and posteriorly during expiration and inspiration   
Auscultation: four major areas of thorax: anteriorly, posteriorly, lateral and apical   
Palpation: ribs and thorax, anteriorly and posteriorly   
Percussion: all four areas of thorax   
Evaluation of tactile fremitus   
Palpation of CVA tenderness   
ABDOMEN   
Inspection: entire abdomen   
Auscultation   
Palpation   
Percussion   
MUSCULOSKELETAL SYSTEM AND EXTREMITIES   
Evaluated rage of motion, all extremities   
Evaluated strength of all extremities   
Palpation: difference is skin temperature and edema   
Palpation: pulses bilaterally   
SPINE AND GAIT   
Inspection: spine   
Observation: barefoot gait   
Observation: heel walk, toe walk and heel to toe walk   
NEUROLOGICAL SYSTEM   
Evaluation of deep tendon reflexes   
Evaluation of pathological reflex: Babinski or Clonus   
Evaluation of vibratory sense, all four extremities   
Evaluation of neurosensory loss, all four extremities   
Evaluation of cerebellar function: finger-nose, rapid and alternating movements   
Evaluation of Romberg   
APPROACH TO PATIENT   
Followed logical exam sequence   
Positioned patient properly   
Draped patient properly   
Explained findings to patient   
Palpation effective but gentle   
Techniques performed properly   
Student can not miss more than 5 items for a go GO NO 
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Weekly Milestone Sheet  
 

Each block must be initialed/dated by an instructor. 
Week 5 – Invasive Procedures 
Parenteral Administration 

Subcutaneous x2   

Intramuscular Deltoid x2   

Gluteals x2   

Intradermal x2   

Collect the following laboratory specimens - Blood 

Venipuncture x2   

Finger Stick x2   

Perform the following laboratory tests   

Microspun hematocrit x2   

Initiate, Maintain and Discontinue Intravenous Therapy on Manikins  

Antecubital Fossa x2   
Other site: Dorsal aspect of hand, Antebrachial or volar aspect of forearm x1  
  

Week 7 – Integumentary & Lymphatic System    
Collect the following laboratory specimens   

Venipuncture x2   

Parenteral Administration   

Subcutaneous x2   

Intramuscular Deltoid x2   

Initiate, Maintain and Discontinue Intravenous Therapy on Manikins   

Antecubital Fossa x1  
  

Week 8 – Skeletal & Muscular System   
Collect the following laboratory specimens   

Venipuncture x2   
Initiate, Maintain and Discontinue Intravenous Therapy    

Live stick, any site x1  

Week 9 – Nervous System & Eyes  
Perform the following laboratory tests  

Mono-spot x1  

Perform the Following Procedures  
Non-contact Tonometry x1  

Distant Visual Acuity & Near Visual Acuity test using the AFVT x1  

Color Vision Test Falant x1  

Color Vision Test PIP x1  
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Week 10 – Head, Eyes, Ears, Nose and Throat System  
Perform the following laboratory tests  

Rapid-strep x1  

Perform the Following Procedures  

Audiogram with microprocessor x1  

Collect the following laboratory specimens  

Venipuncture x2   

   
Week 11 – Circulatory & Respiratory System  
Parenteral Administration  

Intradermal x1  

Subcutaneous x1  

Perform the Following Procedures  

Pulmonary Functions Test (PFT) x1  

Electrocardiogram (EKG) x1  

Collect the following laboratory specimens  

Venipuncture x2   

   
Week 12 – Digestive & Endocrine System  
Collect the following laboratory specimens  

Stool x1  

Perform the following laboratory tests  

Guiac for fecal occult blood x1  

Initiate, Maintain and Discontinue Intravenous Therapy  

Live stick, any site x1  

  
Week 13 – Genitourinary System  
Collect the following laboratory specimens  

Urine x1  

Perform the following laboratory tests  

Rapid pregnancy x1  

Dipstick urinalysis x1  

  
Additional Requirements  
Collect the following laboratory specimens   

Venipuncture x5      

Initiate, Maintain and Discontinue Intravenous Therapy  

Live stick, any site x4     

 



 

 

 
This type of format is used for each individual Training Performance Objective. 



 
 
Examples of drop-down menus: 
 

 

 
 
End of Survey 

 
 
 



Appendix F – Level 2 Example of a Performance Checklist 
Example: Imagine training a new person to perform oil changes at a service  
Performance station.  The “test” you develop would probably look like the 
Checklist following (in part): 
 

 
 
Performance Checklist 
Example 
 

Task 
 

Yes  No 
 

Criteria/Standard: 
 

Greet Customer         Friendly greeting with a smile? 

         Reviewed oil change procedures? 

         Asked preference for oil viscosity? 

         Asked if filter changed in addition to oil? 

1st check of oil level  Yes  No 
        

 
Removed dipstick, wiped clean and fully inserted back into tube for 
accurate reading? 

         Removed dipstick a second time, accurately read? 

         Showed dipstick reading to customer? 

         Wiped clean before reinserting? 

         Documented oil reading to within ½ qt on customer service sheet? 

Drain Oil Yes  No 
        

 
Placed funnel system in place to catch oil? 

         Selected proper wrench for oil plug removal? 

         Removed oil plug? 

         Checked plug for metal filings? 

Etc.   

 
 

  

  (continued) 



Appendix 2 (continued) 
 
 

Non-example: While we could ask multiple-choice questions like the following,  
Multiple-choice correct answers alone would not give us confidence about the  
Questions students’ ability to actually perform an oil change: 
 

1. When checking oil level, how accurately should we document on 
the customer service sheet? 
a. Qt. 
b. Pt. 
c. ½ Pt. 
d. As accurately as possible 

 
 

 



 

 

 
This type of format is used for each individual Training Performance Objective. 



 
 
Examples of drop-down menus: 
 

 

 
 
End of Survey 

 
 
 



Examples of Training Performance Objectives and how their answers are graphed: 
A) If all of respondents claim that the graduate can complete the task. 

1. Obtain a medical history of a patient.  

100

yes
no

1. Obtain a medical history of a patient.  

0

57

Count

no

yes

Choice

0.0%

100.0%

Percent

 

   

4. Administer parenteral injections.   

yes
no

           

4. Administer parenteral injections.   

0

57

Count

no

yes

Choice

0.0%

100.0%

Percent

 
 



b) If some of respondents claim that the graduate can not complete the task. 

14. Establish a differential diagnosis for a female patient presenting with 
abdominal or pelvic pain. Use the following list as possible diagnoses: 
{A} Normal pregnancy    {B} Ectopic pregnancy     {C} Urinary Tract 

Infection (UTI) {D} Dysmenorrhea      {E} Sexually Transmitted Disease

90%

10%

yes
no

          

14. Establish a differential diagnosis for a female patient presenting with 
abdominal or pelvic pain. Use the following list as possible diagnoses: {A} 

Normal pregnancy      {B} Ectopic pregnancy     {C} Urinary Tract Infection 
(UTI) {D} Dysmenorrhea  {E} Sexually Transmitted Disease (STD)

6

51

Count

no

yes

Choice

10.2%

86.4%

Percent

 

If no, please choose why:  

50%

50%
Member needs
additional practice to p...

No opportunity -
Member has not
demon...

          

If no, please choose why:  

0

0

3

3

0

0

Count

Member does not have 
skill/knowledge to perform task.

Task is not performed at this unit.

No opportunity - Member has not 
demonstrated it yet.

Member needs additional 
practice to perform to standard.

Unit equipment is not the same 
as equipment used in training.

Unit procedure is not the same as 
trained procedure.

Choice

0.0%

0.0%

5.1%

5.1%

0.0%

0.0%

Percent

 



A) If any of the respondents have comments about the individual Training Performance Objectives. 

Comments: 
• not familiar with the terms
• I am not 100% confident in my skills in this dept. I usually run

everything by someone and get suggestion on treatments
• Haven't seen many of this kind of patient.
• Daily occurrence
• I have treated several ankle sprains, but I'm not sure what the 1st, 2nd, 

and 3rd stand for.  I'll have to look that up.

 

Comments:
• don't do it often
• I have not done interrupted sutures
• I have had a couple opportunities to perform these tasks and I still need 

practice with suturing
• Entry leval skills obtained
• With pratice

 
 



I am the:  

56

42

course graduate

course graduate's
supervisor



I am the:  

25

33

Count

course graduate's supervisor

course graduate

Choice

42.4%

55.9%

Percent



Gender:  

66

34

male
female



Gender:  

20

39

Count

female

male

Choice

33.9%

66.1%

Percent



Paygrade:  

56

5

19

15

2

2

E4
E5
E6
E7
E8
CWO



Paygrade:  

E4 33 55.9%
E5 3 5.1%
E6 11 18.6%
E7 9 15.3%
E8 1 1.7%
CWO 1 1.7%
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Open-Form Questionnaire:

1.  List the jobs you have held during your tenure with the company.   _________________________

______________________________________________________________________________

______________________________________________________________________________

2.  Describe your present job.   _______________________________________________________
           

______________________________________________________________________________

______________________________________________________________________________

3.  Indicate what you like and  dislike about your job.  

______________________________________________________________________________
       

______________________________________________________________________________
      

______________________________________________________________________________

4.  How do you feel about  working overtime?   ___________________________________________

______________________________________________________________________________

______________________________________________________________________________

Closed-Form Questionnaire:

Months With Company    Job Title     Shift

 %    Less than one %   Operator  %   Day
 %  One to three %   Trouble-Shooter  %   Evening
 % Three to six %   Maintenance Person
 %  Six to nine
 % Nine to twelve

Indicate your level of agreement      Strongly                                                         Strongly 
with the following three statements:        Agree    Agree    Undecided    Disagree   Disagree

1.   I like my job.          SA           A                U                   D              SD
2.   I like my work shift.          SA           A                U                   D              SD
3.   I am willing to work overtime.                     SA           A                U                   D              SD

OVERVIEW

NOTES AND SUPPLEMENTAL INFORMATION

Figure 1.1: Examples of Closed-Form and Open-Form Questionnaires
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Introduction

Written questionnaires are tools for collecting data by asking respondents
questions or asking them to agree or disagree with statements representing
different points of view.  They are an indirect method of collecting data because
they do not involve face-to-face interaction with respondents.  Questionnaires
give respondents time to think about their responses.  They can be admin-
istrated relatively easily and inexpensively.  When designed to do so, they can
protect the anonymity of the respondents.

Questionnaires are popular and versatile in performance analysis.  In order
to be used to measure employees’ attitudes or feelings about performance and
opportunities, items have to meet a high degree of applicability and technical
quality (McBean & Al-Nassri, 1982).  This means that the questions asked
should be suitable to the intended purposes of the performance analysis project
and show high levels of validity and reliability.

Types of Questionnaires

There are two types of questionnaires: closed-form and open-form
questionnaires.  The closed-form provides a list of items to be checked,
alternative answers to be selected, or blanks to be filled in.  It can be fully
structured with scales requiring “yes/no” or other types of directed responses.
This type of questionnaire takes the respondent a minimum amount of time to
complete, and tabulation is simple and not very time-consuming.  However, the
closed-form is difficult to design in that all possible responses to questions need
to be anticipated in advance and included in the questionnaire.

The open-form of questionnaire offers the respondent an opportunity to
give a more complete and comprehensive picture of a situation.  It encourages
respondents to convey their attitudes, feelings, opinions, and ideas in their own
words.  An open-ended questionnaire is less rigid and restrictive.  However, it
will take the respondent time to complete the questions.  Tabulation and data
analysis are difficult as well.

EMRA, 2000

QUESTIONNAIRE DEVELOPMENT
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OVERVIEW

Written questionnaires are
the most commonly used 
data gathering method in 
performance analysis.  
However, it is best to 
combine this method with
 one or two other 
methods.

Figure 1-1 provides
examples of 
closed-form and 
open-form
questionnaires.

Figure 1-1 provides
examples of 
closed-form and 
open-form
questionnaires.

See a basic text
on basic research
techniques for
more information
related to validity
and reliability.
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Plan for the Questionnaire

Review advantages and limitations of using a questionnaire

Prepare in writing objectives for the questionnaire

Have objectives reviewed by others

Prepare a work schedule and time-line for developing the questionnaire

Collect Information to Construct Questions 

Write items to collect demographic information

Write items to collect factual information

Write items to measure opinions and attitudes

Write evaluative items

Conduct Item Try-Outs (Pre-Tests or Field Tests)

Prepare Draft Questionnaire

Write descriptive title

Write introduction

Group items by content – subtitle each group

Write instructions for returning the questionnaire

If mailed questionnaire

Write cover letter
Write follow-up letter

If group administered

Write instructions for administrator

Pre-Test Questionnaire

Revise and Administer

NOTES AND SUPPLEMENTAL INFORMATION

Figure 1.2: Task List for Developing Written QuestionnairesOVERVIEW
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           Questionnaire Elements

There are five main elements to consider in designing and developing a
good questionnaire: (1) introduction and closing; (2) directions; (3) question
formats and rating scales; (4) question construction; and (5) layout or format.

Introduction and Closing

A questionnaire should have an introductory statement and a clear closing
statement.  The introductory statement presents the purpose of the
questionnaire, asks for cooperation, and explains confidentiality or anonymity
procedures.

The closing statement thanks respondents for completing the
questionnaire and instructs them on returning the completed questionnaire.
This guideline is related to logistics.  Questionnaires should include what to do
after completing the answers (Dixon, 1990).  An example is: “When you have
completed the questionnaire, please return it in the envelope included with the
questionnaire.”

Directions

A self-administered questionnaire should begin with general instructions
to be followed for completing it.  For closed-ended questions such as multiple-
choice, yes-no, and rating scales, respondents should be given instructions
about using the answer formats such as placing a check mark or an “X” in the
box beside the appropriate answer or by writing in their answers when called
for.  For open-ended questions such as fill-ins, short-answers, and essays,
respondents should be given guidance as to whether brief or lengthy answers
are expected.

Question Format

Questions for performance analysis fall into two general categories:
closed-ended (structured) and open-ended (unstructured) questions.  In closed-
ended questions respondents are asked to select their answer from a fixed set
of response alternatives.  Closed-form questions are commonly used in needs
analysis because of a greater uniformity of responses and easy administration.
Their main drawback is in the structuring of responses (Babbie, 1990; Edwards,
Thomas, Rosenfeld, & Booth-Kewley, 1997).

Open-ended questions ask respondents to provide their own answers to
the questions.  They give respondents a chance to answer using their own
frame of reference, without undue influence from prefixed alternatives.
However, the responses must be coded prior to data analysis, and there is a
chance that some respondents will give irrelevant answers in terms of the
purposes of the performance analysis.

QUESTIONNAIRE DEVELOPMENT

Figure 1.2 explains
a task checklist
for developing
questionnaires.

Figure 1.2 explains
a task checklist
for developing
questionnaires.

Closed-form Questions
are structured questions. 

Open-form Questions
are unstructured or semi-
structured questions.

1 -5
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My immediate supervisor is:

Fair           _____   _____   _____ _____ _____   _____ _____     Unfair
Active _____   _____   _____ _____   _____  _____   _____     Passive
Hardworking  _____   _____   _____   _____   _____   _____   _____     Lazy
Efficient    _____   _____   _____   _____   _____   _____   _____     Inefficient

The concept of reengineering is:

Valuable _____   _____   _____   _____   _____   _____   _____  Worthless
Sincere      _____ _____   _____   _____   _____   _____   _____  Insincere
Strong    _____   _____   _____   _____   _____   _____   _____  Weak
Relaxed  _____   _____   _____   _____   _____   _____   _____  Tense
Active     _____   _____   _____   _____   _____   _____   _____  Passive
Warm        _____   _____   _____   _____   _____   _____   _____  Cold
Fast        _____   _____   _____   _____   _____   _____   _____  Slow

Semantic Differential Scale Examples

1.  My immediate supervisor treats me fairly. SA A U D SD

2.  My immediate supervisor works hard. SA A U D SD

3.  The company’s reengineering effort is worthwhile. SA A U D SD

3.  The company is sincere about implementing its 
     reengineering effort. SA A U D SD

Strongly Strongly 
Agree Agree Undecided  Disagree Disagree

Likert Scale Example

1-6

NOTES AND SUPPLEMENTAL INFORMATION

Figure 1.3: Examples of Likert and Semantic Differential ScalesOVERVIEW
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Rating Scales

A rating scale yields "a single score that indicates both the direction and
intensity of a person’s attitude" (Henerson, Morris, & Fitz-Gibbon, 1978, p. 84).
Because the scoring method of most rating scales is based on the idea of
measuring the intensity, hardness, or potency of a response (Neuman, 1997),
each item must differentiate between those respondents with a favorable
attitude from those with an unfavorable attitude. In addition, the items must
allow for expression of a broad range of feelings from strongly favorable through
neutral to strongly unfavorable.  There are two rating scales commonly used in
designing performance analysis questionnaires: Likert scale and Semantic
Differential scale.

Likert Scale:  Likert’s (1932) scales, called summated-rating or additive
scales, are widely used and very common because of easy construction, high
reliability, and successful adaptation to measure many types of affective
characteristics (Nunnally, 1978).  On the Likert rating scale, a respondent
indicates his/her agreement or disagreement with a variety of statements on
an intensity scale.  The 5-point strongly agree to strongly disagree format is
commonly employed.  Responses are then summed across the items to
generate a score on the affective instrument.

The simplicity and ease of use of the Likert scale is its real strength.  The
Likert scale can provide an ordinal-level measure of a person’s attitude (Babbie,
1995).  The rating scales have the advantage of providing data that use values
rather than merely categories (Edwards, Thomas, Rosenfeld, & Booth-Kewley,
1997).  This can provide greater flexibility for data analysis.

Semantic Differential Scale:   Osgood’s Semantic Differential scale
provides an indirect measure of how a person feels about a concept, object, or
other person (Neuman, 1997).  The scale measures subjective feelings toward
something by using a set of scales anchored at their extreme points by words
of opposite meaning (Edwards, Thomas, Rosenfeld, & Booth-Kewley, 1997).

In order to use the Semantic Differential scale, a researcher presents
target subjects with a list of paired opposite adjectives on a continuum of 5 to
11 points.  Respondents mark the place on  the scale continuum between the
adjectives that best expresses their perceptions, attitudes, feelings, and the like.
The results of Semantic Differential scales can be used to assess respondents’
overall perceptions of different concepts or issues. 

Studies of a wide variety of adjectives in English found that they fall into
three major classes of meaning: evaluation (good-bad), potency (strong-weak),
and activity (active-passive) (Neuman, 1997).  Of the three classes of meaning,
evaluation is usually the most significant.  Semantic Differential scales yield
interval data that are usable with virtually any statistical analysis.  However,
it is often difficult to give concise written directions for semantic
differentials, especially to respondents unfamiliar with the rating scale.

QUESTIONNAIRE DEVELOPMENT

Figure 1.3 provides
examples of questions 
using Likert and 
Semantic Differential 
scales.

Figure 1.3 provides
examples of questions 
using Likert and 
Semantic Differential 
scales.

The Likert scale is the
most commonly used
scale in performance
 analysis questionnaires.
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Kent (1993) provides three conditions to maximize valid responses to items on a questionnaire.

& Respondents must understand the questions, and understand them in the
same way as other respondents.

& Respondents must be able to provide the answers.
& Respondents must be willing to provide the information. (p.78)

Figure 1.5:  Examples of Common Wording Problems and
Possible Solutions

Wording Problem:

Vaguely worded question and responses

Do you actively support, support, or not support 
use of quality teams in departments?

_____ Actively Support
_____ Support
_____ Not Support

Possible Revision:

A proposal has been made to expand the use of
quality teams in your department.  Would you be
willing or not willing to participate 30 minutes per
day in a quality team?

_____ Willing
_____ Not Willing
_____ Undecided

KEY POINT:  Vaguely worded questions and responses produce questionable information.  The problem question does not 
provide respondents information they can act on because they cannot tell what  “support”  means.

Wording Problem:

Use of jargon and acronyms respondents may
not understand.

Do you believe IT programs offered by T&D should or
should not be funded by operational units?

_____ Should
_____ Should Not
_____ Undecided or Unsure

Possible Revision:

The Finance Office is considering directly 
charging departments when they send personnel 
to company-sponsored education and training 
programs.  Do you favor or not favor such a 
change?

_____ Favor
_____ Do Not Favor
_____ Undecided or Unsure

KEY POINT:  Jargon and undefined acronyms should not be used unless the population being studied uses the  terms
regularly and will not find them confusing.

Wording Problem:

Too much precision.

How many times, if any, were you, yourself, delayed
in your work because of an equipment failure last
month? ____________________

Possible Revision:

How many times, last month, was your work
interrupted because of an equipment failure?

_____ Never ___ 9-12
_____ 1 - 4 ___ 13-20
_____ 5 - 8 ___ More than 20

           KEY POINT:  Sometimes, too much precision makes a question impossible to answer for the respondents.  It  may  
           provide more detail than the performance analysts actually needs.  Categorical responses are easier for respondents.

NOTES AND SUPPLEMENTAL INFORMATION

Figure 1.4:  Three Conditions for a Good QuestionOVERVIEW
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           Question Construction

Writing a question is  more of an art than a science. It takes skill, practice,
patience, and creativity.  Neuman (1997) suggests two main principles for
questions: “avoid confusion and keep the respondent’s perspective in mind”
(p. 233).  Following are general guidelines for question writing and hints to
avoid common errors.

Write simple, clear, and short questions: In order to avoid
ambiguity and confusion, questionnaire items should be simple, clear, and
 kept as short as possible.  The longer the question, the more difficult the task
of answering.  Although there is no magic number of words, Payne (1951)
insists on using 25 or fewer words for a question.

Make specific and precise questions: Specific questions are
usually better than general questions because they get similar interpretation
by all of the respondents.  Questions with specific and concrete wording are
more apt to communicate the same meaning.  Avoid wording such as frequently,
most, sometimes, or regularly (Dixon, 1990).

Use appropriate language: Questions should be worded at an
appropriate level for the respondents.  Professional jargon, slang, technical
terms, and abbreviations can carry different meanings to the respondents who
vary in life and work experiences as well as education (Edwards, Thomas,
Rosenfeld, & Booth-Kewley, 1997; Neuman, 1997).  Avoid such terms unless
a specialized population is being used as respondents.

Ensure respondents’ capabilities to answer: In making questions,
we should continually ask ourselves whether the respondents are able to
provide reliable answers (Babbie, 1995).  Asking questions that only a few
respondents can answer frustrates most respondents and results in poor-quality
responses. Asking the respondents to recall past details, answer specific
factual information, or make a choice about something they know nothing
about may result in an answer, but one that is meaningless (Neuman, 1997).

Ask only one topic or idea per item: Each question should be
related to only one topic or idea.  Question items containing two ideas or
those which combine two questions into one are called ‘double-barreled’
(Babbie, 1995; Neuman, 1997).  The problem with a double-barreled question
is that agreement or disagreement with the item implies agreement or
disagreement with both parts of it.  The best  way of dealing with double-
barreled questions is to break them up and list one question per idea or topic.

Uses of closed-ended and open-ended questions: Closed-ended
questions take longer to develop, obtain a single answer or choice from several
options, take a shorter time to complete, and are more easily quantified for data
analysis.  While open-ended questions provide in-depth responses and
unanticipated information, take longer to be complete, and take longer to
analyze.  Generally, use both types of questions in a questionnaire.

Use appropriate emphasis for key words in the question: The
use of an emphasis tool such as boldface, italicized, capitalized, or underlined
words or phrases within a question can help to clarify potential confusion
(Rea & Parker, 1992).

QUESTIONNAIRE DEVELOPMENT

Figure 1.5 provides
guidelines for
question writing.

Figure 1.5 provides
guidelines for
question writing.

Figure 1.4 offers
three conditions for
a good question.

Figure 1.4 offers
three conditions for
a good question.
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Wording Problem:

Double-barreled questions.

Enough people and equipment exist to
complete scheduled maintenance activities.

_____ Agree   _____ Unsure   _____ Disagree

Possible Revision:

Enough people exist to complete scheduled 
maintenance activities.

_____ Agree   _____ Unsure   _____ Disagree

The necessary equipment is in place to complete
scheduled maintenance activities.

_____ Agree   _____ Unsure   _____ Disagree

KEY POINT:  Double-barreled questions are questions with multiple parts. They use words such as ‘and’ and ‘or’  and use 
commas or dashes to separate listed parts.  Sometimes, ‘etc.’ is used.  Such questions produce  ambiguous answers 
because we do not know if the respondent is referencing all or only parts of the question.  Split the question into parts so 
respondents can answer one part at a time.

Wording Problem:

Negative Items.

Manufacturing does not measure the costs of its 
activities.

_____ Yes
_____ No
_____ Do Not Know

Possible Revision:

Manufacturing measures the costs of its 
activities.

_____ Yes
_____ No
_____ Do Not Know

KEY POINT:  The appearance of a negation in an item leads to easy misinterpretation.  A sizeable number of respondents 
will read over the ‘not’ word and answer on that basis.  Others will read and consider  the negative word.  The needs 
analysis will not know which is which.  Change negatively  worded items to positive wording.

1-10

Wording Problem:

Bias from slanted introduction.

Our CEO believes that healthy workers are more
productive workers. Do you exercise - such as bike,
walk, or swim - regularly, or do you not exercise
regularly?

_____ Do Exercise Regularly
_____ Do Not Exercise Regularly

Possible Revision:

Do you exercise - such as bike, walk, or swim 
-regularly, or do you not exercise regularly?

_____ Do Exercise Regularly
_____ Do Not Exercise Regularly

KEY POINT:  Bias is created when a question is associated with a person of note, when the ‘tone’ is subjective, or when the 
question makes it seem ‘everyone’ has a belief or engages in a particular activity.  Eliminate bias from questions.

NOTES AND SUPPLEMENTAL INFORMATION

Figure 1.5:  Examples of Common Wording Problems and Possible
Solutions (continued)OVERVIEW
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Take care with sensitive questions: Asking sensitive questions has
always been a difficult issue (Edwards, Thomas, Rosenfeld, & Booth-Kewley,
1997).  People vary in the amount and type of information they are willing to
disclose about items such as their salary, race, or ethnic status.  In dealing with
these kinds of sensitive questions, special care should be taken.  It is also
necessary to be careful when using terms of regional, occupational, or social
class difference.

Avoid negative questions and double negatives: The word ‘not’
in a negative question can easily pave the way for misinterpretation.  Questions
with double negatives are confusing and difficult.  A double-negative question
may ask respondents to disagree that something in a question is false or
negative.  This results in “ an awkward statement and a potential source of
considerable error” (Sheatsley, 1983, p. 217).

Avoid biased or loaded questions and terms: The way in which
questions are worded, or the inclusion of certain terms, may encourage some
respondents more than others.  Such questions are called ‘biased or loaded’
and should be avoided in questionnaires (Babbie, 1995; Neuman, 1997). There
are many sources to bias a question, such as identification of a well-known
person, agency, or social desirability.

Avoid questions with false premises or future intentions:
Respondents who disagree with the premises will be frustrated in answering.
If it is necessary to include questions with false premises, the question should
explicitly ask the respondents to assume the premise is true, then ask for a
preference.

Avoid overlapping or unbalanced response categories:
Response categories should be mutually exclusive, exhaustive, and balanced
(Neuman, 1997).  In order to avoid overlapping responses, response categories
should be mutually exclusive.  Exhaustive means that every respondent has one
choice or way to answer a question.  Response categories should be kept
balanced – that is, with an equal number of positive and negative options for the
respondent to choose from.

Layout and Format

    The appearance and arrangement of the questionnaire should be clear,
neat, and easy to follow.  Often respondents seem to decide whether they will
participate based on the appearance of the questionnaire (Moran, 1990).  A
professional appearance with high-quality graphics, space between questions,
and good layout improves accuracy and completeness and helps the
questionnaire flow (Kent, 1993; Neuman, 1997).  Squeezing as many questions
as possible on a page makes the questionnaire shorter in pages, but the clutter
may result in overlooked questions or in respondents deciding not to participate.

A basic requirement for questionnaire layout is to give respondents
adequate instructions for completing the questions.  Instructions for items need
to be distinguishable from the questions themselves and from the pre-coded
answers.  Instructions can be underlined, bold, or in a different or larger font.
Often, response items are capitalized and the questions are written using
lower case letters (Kent, 1993).

QUESTIONNAIRE DEVELOPMENT
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Advantages of Questionnaires

& A questionnaire can provide insight into the perceptions of people in an organization.
It is a suitable method for collecting data about known problems or clearly understood 
opportunities.  It is  a sensitive barometer of organizational culture.

& The method can be confidential or anonymous and respondents may freely give information 
without fear or reprisal.  Questions can be answered at the respondent's convenience and 
personal pace, without probing by an interviewer.  More people can be reached with the 
written questionnaire than any other type of survey.

& The written questionnaire is usually the least expensive type of survey.  The method can
elicit information from a wide number of respondents in a relatively short period of time.
No specialized training is necessary to administrate the questionnaire or tabulate results.

& The questionnaire must be structured in advance in order to facilitate the processing of the 
results.  Since all respondents receive the exact same questions in written form, answers
are not susceptible to the biases that can slip into personal interviews.

& Results are easily quantifiable. For example, questionnaires’ data can be analyzed with
little difficulty.

& Many standard questionnaires are available, eliminating development time and effort.
Needs analysts can use them as is or add to and modify them.

Limitations of Questionnaires

& Excellent questionnaires, especially complex ones, are difficult to design.  Development of 
effective and reliable instruments which are complex can be costly and requires strong 
technical skills.

& Questionnaires are influenced by the level of ambiguity in both questions and answers.
Since communication is one way, respondents may not properly interpret questions and
their answers can also be misinterpreted.  If the questionnaire comes by mail, there is no 
facilitator to clarify questions about items on the questionnaire.

& Low return rates and inappropriate responses hinder accuracy.  Respondents often are 
irritated by  ’yet another survey to answer,' so response rate or accuracy may be poor.

& Results may be misleading, because only those respondents particularly interested in the 
content or outcome may respond.  Such problems are multiplied with open-ended questions.

& Because considerable subjectivity comes into play in interpreting answers to open-ended 
questions, the data can be inefficient and subjective when used as the only
source of information.

☺☺☺☺

$$$$
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Layout is crucial for self-completed or mail questionnaires because there is
no friendly personnel to interact with the respondent.  Instead, the
questionnaire’s appearance persuades the respondent’s answers.

Mail questionnaires should include a polite, professional cover letter on
letterhead stationery, identification of the needs analyst, telephone or facsimile
numbers to use for questions, and a statement of appreciation for participation
(Neuman, 1997).  Questionnaires should leave respondents with a positive
feeling about the performance analysis and a sense that their participation is
both needed and appreciated.

Advantages and Limitations of Questionnaires

Planning and constructing written questionnaires can be a simple or a
difficult task.  For complex questionnaires, it can be time-consuming and
expensive.  Many steps are involved and some require specialized knowledge
and skill.

                Further Readings

Babbie, E. (1995). The practice of social research (7th ed.). Belmont, CA:
Wadsworth.

Edwards, J. E., Thomas, M. D., Rosenfeld, P., & Booth-Kewley, S. (1997).
How  to conduct organizational surveys: A step-by-step guide. Thousand
Oaks, CA; Sage.

Jones. J.E. & Bearley, W.L. (1995).  Surveying Employees:  A practical 
guidebook.  Amherst, MA’  HRD Press.

Patten, M.L. (1998),  Questionnaire research:  A practical Guide.  Los Angeles,
CA; Pyrczak.
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FEATURE WRITTEN
QUESTIONNAIRE

TELEPHONE
INTERVIEW

FACE-TO-FACE
INTERVIEW

COST
Inexpensive if kept simple 
No interviewers 
Printing and mailing costs

Moderate
Interviewer time
No transportation

Expensive
Interviewer time, travel,
and transportation

RESPONSE  RATE

DATA COLLECTION TIME

QUALITY OF ANSWERS

EXPERTISE TO CARRY OUT

RESPONDENT TIME TAKEN

Low without incentives or 
extensive follow-up

Four to six weeks

Good candor
Cannot probe
Can be anonymous

High expertise on
questionnaire  development
None on interviewing skills

Short
10-15 minutes typically

Good
60% or better

One or two weeks

Succinct answers
Can be confidential

Minimal expertise
Moderate degree
of interviewer training

Moderate
15-30 minutes

Long
45-60 minutes

High expertise
High degree of 
interviewer training

In-depth
responses
Can be confidential

Two or three weeks

High
75% or better

Adapted from:  Weisberg, Herbert F., Krosnick, John A., and Bowen, Bruce D.  An Introduction to Survey Research,
Polling, and Data Analysis, 3rd Edition.  Thousand Oaks:  Sage Publications, 1996, pg. 121.

1-14 EMRA, 2000

STEPS AND
PROCEDURES

NOTES AND SUPPLEMENTAL INFORMATION

Table 1.1:  Comparative Survey Techniques



Write a Statement of Purpose

1-1 Write down the answers to the following 4 questions.
& Who are the champions for the perceived performance improvement

initiative?
& What performance problem, quality improvement initiative, or   

business opportunity is to be addressed by the questionnaire?
& What objectives are to accomplished by the questionnaire?
& What will be done with the questionnaire results?

1-2 Using the answers to the above 4 questions, write a brief statement 
about what the questionnaire is to accomplish.

1-3 Share the paragraph with:
& Colleagues working on the needs analysis project
& The champions of the performance analysis initiative

1-4 If there are concerns or disagreements, reconcile the differences and:
& Re-write the statement of purpose, OR
& Settle upon an alternative data collection method

EMRA, 2000
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Prepare a written list
of specific objectives 
for the questionnaire.

1

See page 1-12
to review the

advantage and
limitations of

questionnaires.

USE THE FOLLOWING TEN STEPS TO DEVELOP AND
ADMINISTER A QUESTIONNAIRE

& DO NOT use a written questionnaire as your only source of needs analysis
data.

& It is best to use a questionnaire AFTER using more exploratory methods
such as observations, interviews, focus groups, or document analysis.
& Familiarize yourself with the advantages and disadvantages of the written

questionnaire.
& BEST USES of written questionnaires ask for the following types of

information from individuals:

& Informed opinions based on personal experience and expertise
& Knowledge or facts about themselves
& Knowledge or facts about others for which they have direct knowledge

Using the Written Questionnaire for Performance Analysis
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Table 1.2  Using Archival Data to Identify Content for a Questionnaire

CLOSED-ENDED QUESTIONS
( Structured items which give response alternative from which the respondent MUST choose
( Fast and easy for respondent
( Easy to code and process responses
( Same frame of reference for all respondents
( Provides respondent with cues to retrieve information from memory
( May force respondent to choose among alternatives which do not reflect their real judgments or

feelings about the topic
( May get responses when people have no opinion on a matter or they do not understand the question
( May not include all aspects of the topic under consideration

OPEN-ENDED QUESTIONS
( Unstructured items which require respondents to supply answers to questions using their own words
( Takes time and thought on the part of the respondent
( Responses must be read and carefully analyzed to accurately code and summarize the information
( Obtain a more in-depth understanding of respondents’ opinions and attitudes
( Allows respondents to vent their feelings about emotion-laden topics
( Respondents sometimes appreciate the opportunity to express their feelings
( Champions and managers interested in the questionnaire results often like to hear the opinions of

respondents in their “own words”
( If long narratives are required, they take a long time to complete and analyze
( Assumes respondent is capable and comfortable writing narrative answers
( Not effective in assessing intensity of feelings or opinions about a topic

Figure 1.7:  Attributes of Closed-Ended and Open-Ended Questions

PERFORMANCE NEED
ADDRESSED IN A 
QUESTIONNAIRE

(Examples)

POTENTIALLY RELEVANT ARCHIVAL DATA
(Examples)

TASK INVENTORY
& Existing job descriptions
& Training manuals
& Production delays

SAFETY IMPROVEMENT

ABSENTEEISM

&    Injury reports
&    Safety training requirements

&    Personnel records
& Company policies on absenteeism

Adapted from: Edwards, Jack E., Thomas, Marie D., Resenfeld, Paul, and Boothe-Kewley,
Stephanie.  How to Conduct Organizational Surveys: A Step-by-Step Guide.
Thousand Oaks: Sage Publications, 1997, pg. 21.
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Identify Questionnaire Content

2-1 Identify sources of data to use in developing the content of the 
questionnaire.  Typical sources include:
& Interviews
& Focus groups
& Observations
& Past surveys
& Professional literature
& Archival sources

2-2  Cluster the raw information collected into survey categories, items, and
response categories.
& Use the “cut-and-paste method” to put together information in 

similar categories
& Use an “Affinity Diagram” method to place the information into 

clusters or categories

Write Questionnaire Items

3-1 For each cluster or category of information to be asked on the 
questionnaire, decide what type of information is needed from the 
respondents.  You can ask people:
& What they do – their behavior
& About themselves – their attributes
& What they think is true – their beliefs or perceptions
& What they want – their attitudes

3-2 Decide upon the question structure – open- or closed-ended questions.  
In making the choice, consider the following:
& Closed-ended questions are preferable to assess intensity -- that is,

the strength of feelings a respondent has towards an issue or topic
& Use open-ended questions when enough is not known about 

a topic to write a comprehensive and inclusive list of 
alternative responses

& Allow room for comments at the end of a section of closed-
ended questions so that respondents can add relevant 
information in their own words

& Provide open-ended questions at the end of a questionnaire 
asking for general comments, or other comments about topics 
covered and not covered in the questionnaire

& Most performance analysis questionnaires use a combination of 
closed- and open-ended questions

EMRA, 2000
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Open-Ended:

In your judgment, what problems face purchasing departments in the next five years?
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

Close-Ended -- Ordered Responses:

Listed below are three problems some people believe purchasing departments will face
in the next five years.  In your judgment, how serious is each one?  (Circle your answer.)

a) Hiring qualified workers Very Somewhat Not At All
b) Keeping up with technology changes Very Somewhat Not At All
c)   Finding reliable suppliers Very Somewhatt Not At All

Close-Ended -- Unordered Responses:

In your judgment, which one of the following problems facing purchasing departments in
the next five years is the MOST serious?  (Circle the number for your response.)

1 Hiring qualified workers
2 Keeping up with technology changes
3 Finding reliable suppliers

Partially Close-Ended:

In your judgment, which one of the following problems facing purchasing departments in
the next five years is the MOST serious?  (Circle the number for your response.)

1 Hiring qualified workers
2 Keeping up with technology changes
3 Finding reliable suppliers
4 Other (Please Specify) _____________________________

STEPS AND
PROCEDURES

NOTES AND SUPPLEMENTAL INFORMATION

Figure 1.8: A Questionnaire Item Structured Four Different Ways



3-3 Format open-ended questions using the following guidelines.
& Make the items clear and distinct
& Be precise and make certain the respondent knows exactly what 

it is you are asking   
& Provide enough space for the respondent to answer the question

3-4 Format closed-ended questions using the following guidelines.
& Yes-No or True-False formats

& Primary use is to gather factual data – Example: Have you been 
late for work in the past four weeks?

& Simple to use and analysis is straightforward
  & NOT appropriate for complex issues

& CANNOT assess differences in intensity
& Can add third category such as “Not applicable” or “Do not know”

& Multiple Choice formats
& Choose one or more answers from a list of alternatives
& Often used for demographic information and qualitative questions
& Typically 2 to 6 response alternatives are used – use more if 

specific and narrow information is needed
& If in doubt, best to use a broader set of alternatives – if too broad, 

they can be grouped during analysis into narrower set of
alternatives

& Choosing one or multiple responses from a list
& For one choice, instruct the respondent to select the one that is 

most descriptive
& For two or more choices, instruct the respondents to check all the 

answers that apply
& Use sparingly the “check all that apply” alternative – can cause 

confusion for respondents if alternatives are not nearly equal in 
their view

& Rank Items format
& Ask respondents to rank all alternatives – Example: “1” for most 

to “6” for least important if there are 6 alternatives
& Or, choose the most, second, and third most important alternative 

from among 4 or more alternatives
& Rank items are difficult to design and difficult to answer, so use 

them sparingly
& Are the response choices exhaustive?

&   Does the question identify and list all possible answers?
& If not, respondents may leave the item blank or make an incorrect 
     selection
& If you are not sure that the choices are exhaustive, add the 

alternative “Other (please specify) ___________________
& A second option is to use the “Do not know” response alternative
& If a questions may not apply to some respondents, add the “Not 

applicable” response alternative
& Are the response choices exclusive?  Do the options overlap?

If so, the respondent will not know which option to choose.
EMRA, 2000
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Type of Scale
Points within Scale Continuum

5

Agreement Strongly agree Neither agree
nor disagree

Disagree

Frequency

Satisfaction

Effectiveness

Quality

Expectancy

Always

Very satisfied

Very effective

Very  good

Much better
than expected

About half the
time

Neither
satisfied nor
dissatisfied

Neither
effective nor
ineffective

To a moderate
extent

Average Poor

To no extent

Ineffective

Dissatisfied

Seldom

4 3 2 1

Agree Strongly
disagree

Extent

Often

Satisfied

Effective

To a great
extent

Good

Never

Very
dissatisfied

Very
ineffective

Very  poor

Better than
expected

As expected Worse than
expected

Much worse
than expected

To a very 
great extent

To a small
extent

ACTIVITY:
Active ___ : ___ : ___ : ___ : ___ : ___ : ___ Passive
Fast ___ : ___ : ___ : ___ : ___ : ___ : ___ Slow
Relaxed ___ : ___ : ___ : ___ : ___ : ___ : ___ Tense
Hardworking ___ : ___ : ___ : ___ : ___ : ___ : ___ Lazy
Efficient ___ : ___ : ___ : ___ : ___ : ___ : ___ Inefficient

EVALUATION:
Good Bad
Valuable Worthless
Clean Dirty
Tasty Distasteful
Useful Wasteful
Sincere Insincere

___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___

POTENCY:
Strong Weak
Hot Cold
Helpful Harmful
Too Frequent Too Infrequent
Too Long Too Short
Deep Shallow

___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___
___ : ___ : ___ : ___ : ___ : ___ : ___

Figure 1.9: Semantic Differential Rating Scale Adjectives
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Table 1.3: Examples of Various Likert Response Formats



3-5 The special case of the Rating Scales: Used primarily to gather data
about beliefs, attitudes, and judgments.  Provides data that uses values 
rather than just categories.

& Likert Rating Scale
& Most widely used rating scale in questionnaires
& Respondents are asked the amount they agree or disagree with

a number of statements
& A ‘true” Likert scale uses a 5-point scale

 & Categories are (1) strongly agree, (2) agree, (3) undecided, (4) 
disagree, (5) strongly disagree

 & Additional sets of anchors can be used – they are called Likert-
type scales

 & Most questionnaires use a Likert or Likert-type scale of 5 points – 
some use as many as 11 points – increasing the number of 
points beyond 5 usually does not help because most respondents
are unable to make such fine distinctions

& Should a Likert-type scale have a midpoint?
 & A mid-point allows respondents with a truly neutral attitude a way 

to respond if respondents are ambivalent on a topic, they may be 
frustrated if forced to express an opinion where there is no neutral
midpoint  

 & When computing averages for an item, your mean may be at the 
midpoint, yet your response scale has no such number

 & If an item is “action-oriented” and several respondents choose the
neutral midpoint, what does this mean?  In such instances, you
may choose to force respondents to choose one side or another
by eliminating a neutral midpoint

& Semantic Differential Rating Scale
 & Respondents are asked to think about and judge a particular 

concept or issue using a set of scales anchored at extreme 
points by words of opposite meaning

 & Typically, the words used are 4 to 6 sets of bipolar adjectives and 
the number of scale points is between 5 and 7

 & Respondents mark the place on the scale that best describes 
their perceptions or attitudes

 & The results of semantic differential scales can be used to assess 
the respondent’s overall reaction to different concepts or issues

 & Particularly useful for checking to see if over time  there has been
a change in attitude and in what direction

& Semantic Differential is a useful alternative to Likert-type scales if:
& Respondents have responded to several questionnaires using 

Likert-type scales and begin to treat the scales in a predictable 
manner

) & Only a few “attitude” items are being used and the topic involves 
strong opinions and attitudes

3-6 There are 12 standards for effective item writing.  Have a team look
at each question and use a checklist to apply to each question.EMRA, 2000
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STANDARD PROBLEM BETTER

Equity and economics not with-
standing,  my compensation is
adequate for a satisfactory living
situation.

To what degree are level 1 evaluations
reviewed by HRD staff for program
enhancement?

To what degree are the sales people
adequately informed about the new
product line?

Our CEO initiated reengineering
program has significantly contributed to
cutting our once high costs.

I am not willing to work more overtime.

My office space and equipment is
satisfactory.

I have used work tools for personal
business.

To what degree does your manager
keep agreements?
( Strongly Agree
( Agree
( Undecided
( Disagree
( Strongly Disagree

My hourly pay rate is:
( $13 to $14
( $14 to $15
( $15 to $16  and so on

As part of my job, I read:
 ___ reports ___ memos

1.  Syntax

2.  Jargon

3.  Answerable

4.  Loaded Language

5.  Negatives

6.  Double-Barreled

7.  Self-Incriminating

8.  Scale Agreement

9.  Balanced Categories:
NOT mutually exclusive:

NOT exhaustive:

NOT balanced:

My pay is adequate.

How are participant reaction questionnaires
from training programs used by human
resource development staff?

Are you informed on the new product line?

The reengineering program has resulted in
cost savings.

I am willing to work overtime.

My office space is satisfactory.
My office equipment is satisfactory.

Use of work tools for personal business is
a problem in the company.

My manager keeps agreements.
( Strongly Agree
( Agree
( Undecided
( Disagree
( Strongly Disagree

My hourly pay rate is:
( $13.00 to $13.99
( $14.00 to $14.99
( $15.00 to $15.99 and so on

As part of my job, I read:
___ company reports ___ industry reports 
___ office manuals ___ technical manuals
___ trade journals ___ interoffice memos

I like my work:
( Strongly Agree
( Agree
( Undecided
( Disagree
( Strongly Disagree

I like my work:   
( Very Strongly Agree 
( Strongly Agree 
( Agree 
( Somewhat Agree

STEPS AND
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Order of Items

4-1 For long questionnaires, break the items up into different sections.  
Questions concerning a given aspect of the performance analysis should
be grouped together.

4-2 Generally, for mailed questionnaires, place the most interesting
questions from the viewpoint of the respondents first.
& As the respondents glance over the first few questions, this may 

motivate  them to continue
& Ask about interest in questions during the pre-testing of the 

questionnaire
& Place less interesting questions such as those about 

demographics towards  the end

 Put the Questionnaire Together

5-1 Physically layout the questionnaire.  Pay attention to the following 
guidelines:
& Use lots of “white space” – do not clutter the questionnaire
& Seek professional look – consider use of organization logo, 

distinctive type, color(s)
& Make questionnaire convenient to complete for the user  

 & Consider possible places and situations the respondent might
be in when completing the questionnaire (e.g., home in an easy
chair, cluttered desk at work, cafeteria, in a meeting, etc.) 

 & Answer sheet separate from questions can be troublesome
& Keep number of pages small – stapled pages are a problem -- 

“booklet” look is better (e.g., one 17” x 11” page folded with four 
face pages better than two stapled pages with same four face 
pages)

& If items spill over on a second page – repeat the response scale 
on the second page

& Study other questionnaires as models

EMRA, 2000
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See pages 1-8
to 1-11 for

 more guidelines
and examples on

effective item
writing.

& The order in which questions are presented can influence
response rates.

& A questionnaire MUST begin with an explanation of why the
respondent is being asked to participate in the needs analysis
study.  

& Mailed questionnaires REQUIRE a cover letter.

Ordering Questions & Front Matter

HINT: Build a file
of questionnaires for
reference purposes.

.
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STANDARD PROBLEM BETTER

10.  Problem Identification:

11.  Tied to Objectives:

12.  Edit:

Note: If using computer
software, do not rely entirely
on a spell-checking program.

Do you feel personally responsible for
the success of the organization?

If questionnaire objective is about
expanding product lines:  I tell my 
friends that this is a good place to be 
a sales person.

The sails data is accurate.

Does your unit know what is expected of it?

New product lines will increase my
customer base.

The sales data are accurate.

& Importance and goals of study – Example: to improve practice
& Impress upon respondents the importance of their opinions and participation
& Explain what will happen with the information
& Explain whether information will be kept anonymous or confidential
& Indicate that if there are questions or concerns, contact ___________ (list name, title,

address, telephone number, FAX number, e-mail address, etc.)
& Provide a cutoff date for returning the questionnaire
& Indicate if, where, how, and when the results will be disseminated or published

Figure 1.10: Things to Consider in a Cover Letter
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Table 1.4:  Item  Writing Standards  (continued)



5-2 Prepare instructions.
& Tell respondents how to mark items on the questionnaire
& Make brief and very clear
& Consider an example if response categories are complex or 

unusual
& If response categories change – write instructions for each 

section

5-3 Prepare scales.
& When feasible, best to use one scale throughout a questionnaire
& When not feasible to use one scale – make them distinct
& Consistently display the scale items

 & Make marking of items clear and easy
 & Use check of boxes or have items circled, etc.

5-4 Prepare check off items – demographic items, etc.
& Specify if respondent is to “check only one item” or “check all that 

apply”
& Provide a place for the check mark – boxes, circles, lines, etc.

5-5 Prepare open-ended questions.
& Ask for specific comments
& Indicate space to be used – and indicate expected length of the 

response
& Strategically place open-ended questions at end of:
 &  Major sections or questions that may need elaboration
 &  Questionnaire for “other comments”

5-6 Indicate what the respondent is to do with the questionnaire.
& Place these instructions in the cover letter
& Repeat instructions at the end of the questionnaire

5-7 Prepare the cover letter.
& Can be separate or first page of questionnaire – may help to use 

official stationary
& Should be signed by senior management (also, consider 

champions)

5-8 As with individual items, carefully edit other parts of the questionnaire.

Select Respondents

6-1 Define the target population.  Generally, this is ALL individuals who have
knowledge and views relevant to the content of the questionnaire.  
Reviewing the statement of purpose will help in defining the population.

6-2 If the population is small (i.e., 500 or less), consider conducting a census
– giving the questionnaire to everyone in the population.

6-3 For larger populations, use a sample of the population.EMRA, 2000
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Explain that pre-test purposes are:
& To evaluate the questionnaire
& Check out clarity of introduction and instructions
& See if wording of items, response alternatives, and scales are clear
& Check out comprehensiveness of item alternatives

Ask the pre-test respondents to:
& Draw circles around anything they find confusing, incomplete, or not 

applicable
& Complete the survey at the speed they would normally use to complete a 

questionnaire

Keep a record of:
& The amount of time it takes each respondent to complete the questionnaire
& Either note the time or have the respondent write down the time they 

completed the questionnaire

Figure 1.11: Questionnaire Pre-Test Instructions
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Pre-Test and Revise the Questionnaire

7-1  For questionnaire pre-testing, purposely choose people who are the
same as those who will receive the completed questionnaire.  The
circumstances under which they respond to the pre-test should be
similar as well.
& 8 to 12 people is a reasonable size for a pre-test group
& Use a diverse sample for pre-testing – people who reflect the

characteristics of the entire group
& If incremental changes are made in the questionnaire, use the

same sample of people for each subsequent phase of pre-testing

7-2 Explain to the respondents the purposes of the pre-test and give them
instructions you want them to follow.

7-3 Conduct a debriefing.  Focus on feedback from the respondents
concerning the following information:
& Positive and negative feelings about the questionnaire
& Instructions or items that were unclear, difficult to understand or

follow, or offensive
& Suggestions for topics, items, or alternatives to add to the 

questionnaire

7-4 Make revisions to the questionnaire.
& If the time taken by the pre-test group is too long, shorten the

questionnaire
& Revise instructions, items, and layout based upon pre-test 

feedback

7-5 If substantial changes are made to the questionnaire, repeat the
pre-testing process.

QUESTIONNAIRE DEVELOPMENT
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Performance analysis
questionnaires
MUST BE pre-tested.
Tryout items and the
process.

.

Figure 1.11 lists
instructions to give
to respondents for
conducting a 
questionnaire pre-test.

Figure 1.11 lists
instructions to give
to respondents for
conducting a 
questionnaire pre-test.

& Pre-testing a questionnaire is a multistage and cumulative
process.

& What is clear to a questionnaire developer is often NOT clear
to its intended audience.

& There are two purposes to pre-testing.
& To assess the content of the questionnaire.
& To get an estimate of the amount of time it takes 

respondents to complete the questionnaire.

Pre-Testing Questionnaires
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Cover letter should have date and handwritten signature.

Send in a business-size envelope.
Individually type or laser-print addresses
DO NOT use prepared mail labels if seeking
a ‘professional’ look

Use first-class postage -- advantages:
Gets through postal system faster
It’s forwarded or returned if necessary
It looks important

Disadvantages of bulk-rate postage:
Slower and sometimes gets lost by postal service
Gets discarded if problems with delivery
Many people throw out bulk mail as “junk mail”

Table 1.12:  Mailing Suggestions to Maximize Returns

&
&

&

&
&

&

&
&

STEPS AND
PROCEDURES

Use postage paid self-addressed envelope.  Respondents
are not likely to furnish their own envelope or postage.

NOTES AND SUPPLEMENTAL INFORMATION



Administer the Questionnaire

8-1 Reproduce the questionnaire  -- estimate the number needed and
multiply by 1.5 or 2.0.
 & If the questionnaire is mailed, consider the following:

 &  Use a professional look -- do not want to look like “junk mail”
 & Consider printing a message on the envelope --

“Your opinions will help………”
 & Prepare a follow-up letter -- you will have non-respondents --

let them know via the letter that you know they are busy, but 
emphasize the importance of returning the questionnaire

 & Reproduce appropriate accompanying materials
 & Cover letter
 & Mail out envelopes
 & Return envelopes

 & Assemble materials for dissemination

8-2 Disseminate the questionnaire.
 & If the questionnaire is administered to respondents gathered in a

group setting, consider the following:
  & Provide the questionnaire administrator with notes to use in 

verbally explaining the purposes of the questionnaire and to
answer questions

  & If responses are to be truly anonymous or confidential, have
the questionnaire administrator explain how anonymity or
confidentiality will be assured

  & Make provisions to provide participants with pencils or pens
and physical space to comfortably complete the questionnaire

 & If the questionnaire is administered to the respondents by mail,
consult with U.S. Post Office or company mail services concerning:
 & Class/type mail service to use
 & Application of outgoing postage and postage on

return envelopes
 & Bundling the out-going envelopes for bulk mailing

 & Assemble personnel and prepare mailing

EMRA, 2000
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& For open-ended questions, the pre-test may yield a definitive
set of responses that will allow for converting the item from an
open- to a closed-ended question.

& If this is done, have the item undergo another pre-testing.

Converting Open-Ended Questions

Extra copies of
questionnaires are
needed for follow-up
mailing, coding, for
reports, etc.

Table 1.12 offers
Mailing Suggestions

Table 1.12 offers
Mailing Suggestions
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ONE WEEK Reminder postcard

& Thank you to those who responded
& A brief message to non-respondents indicating the

importance of the questionnaire and a request that it 
be completed and returned immediately

THREE WEEKS Replacement questionnaire to non-respondents

 & New personalized cover letter with handwritten signature
and a questionnaire with return envelope

 & Make the tone insistent regarding the importance of the 
questionnaire and a personal appeal letting them know 
you are waiting on their response.

SEVEN WEEKS Certified mailing to non-respondents:

 & If more returns are necessary to get a representative 
sample send another personalized letter with handwritten 
signature and a questionnaire with return envelope

 & Make the tone demanding and let them know that you 
expect them to return the questionnaire

STEPS AND
PROCEDURES

NOTES AND SUPPLEMENTAL INFORMATION

Figure 1.13:  Follow-Up Mailings



8-3 Monitor returns of questionnaires and code for data processing.
 & Record number returned on a daily basis
 & Open returned envelopes and edit and code returned

questionnaires
 & Check early sample of returned questionnaires for problems

& Unanswered questions
& Pages missing or stuck together
& Instructions incorrectly followed

8-4 Carry out follow-up mailings.

8-5 If, after initial and follow-up mailings, the return rate is small, consider
the following:
 & Contact via telephone or in person random  sample of non-

respondents
 & Ask them why they did not return the questionnaire
 & If agreeable, ask them to respond to the questions verbally
 & Record responses

 Analyze the Data

EMRA, 2000
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Figure 1.13 lists 
guidelines for follow-
up mailings.

Figure 1.13 lists 
guidelines for follow-
up mailings.

9

& Do not confuse significance with importance  -- are differences
and trends in data different enough to be important?

& Build good tables, graphs, and charts to help in “visualizing”
the data

& For most cases (90% of the time), analyze your data using:
 & Measures of central tendency: means, medians, and modes
 & Measures of dispersion: ranges, standard deviations, and

normal or skewed distribution
 & Cross tabulations

& If data “hit you between the eyes” -- you probably have 
findings of practical importance

Data Analysis Guidelines

See Parts 3, 4,
and 5 for details

on data analysis.

9-1 Count and total answers to:
 & Demographic items -- calculate as percentages
 & Closed-form items -- calculate as percentages

9-2 Analyze the content of the open-form items.
 & Categorize responses
 & Count and calculate percentages as appropriate
 & Note responses which exemplify a cluster of like responses
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Type of Data Definition & Examples Graphical Representation

Nominal

Ordinal

Equal
Interval

Distinguishable names, labels, or categories:
& Gender:  male or female
& Employment Status:  full or part-time
& Shift worked: first, second, or third

Distinguishable and rank ordered:
&  Job Ranking:  paint manager, supervisor, 

or shift leader
& Shirt size:  small, medium, large or

extra large
& Age Categories:  under 18, 18-25,

26-30, 31-35, 36-40, 40 and over

Classify along a numerical continuum with
equal distance among the values:
& Scores on an objective test
& Opinions/beliefs measures on a Likert

or Likert-type scale (SA A U D SD)
& Hours worked or money earned

Bar Graph -- number in each category
Pie Chart  -- percentage in each 
category

Frequency table  -- number or 
percentage in each category
Histogram or polygon  -- distribution 
of  scores or percentages

Tables  -- with frequencies and 
percentages
Line or Area Charts  -- frequency on
vertical axis and scores or percentages
on horizontal axis.

STEPS AND
PROCEDURES

NOTES AND SUPPLEMENTAL INFORMATION

Table 1.5:  General Guidelines for Graphically Displaying
Questionnaire Data



9-3 Decide on any comparisons to make.
 & Demographic items to response items
 & Combinations of response items
 & Prior survey information

 & Responses at different time periods
 & Compare responses from mail to those of sample of
    “non-respondents” that were interviewed and note similarities

or differences

9-4 Draw tables, graphs, and charts to “visualize” data.

9-5 Carry out the following descriptive or inferential statistical analyses as 
deemed meaningful.
 & Cross tabulations between data in comparison tables
 & Correlation between two or more variables
 & Differences between two or more groups
 & Conditions which lead to certain attitudes, actions, or conditions
 & Combining of responses to a number of questions to form indices
  NOTE:  consult statistical expert as needed

9-6 Sketch out findings.
 & Look for gaps and missing information
 & What needs, resources, and barriers emerge
 & Make certain evidence supports findings

9-7 Draw conclusions based on findings and evidence collected.

Report Findings

10-1 Identify audience for report.
 & Who will read the report?
 & What information will the audience need/use?
 & Under whose name will the report be published?

10-2 Write introduction.
 & Context -- background for the study
 & Purpose -- why the study is important
 & Questionnaire objectives -- be specific

10-3 Describe methods used.
 & Respondents

 & Describe population
  & Describe sample  -- how selected and how many responded
 & The questionnaire
  & How was it developed?
  & Explain tryouts and pre-testing
  & Describe major clusters of questions
  & For short questionnaires -- append a copy
  & For long questionnaires -- append examples of itemsEMRA, 2000

QUESTIONNAIRE DEVELOPMENT
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Table 1.5 illustrates
general guidelines
for graphically 
displaying
questionnaire data.

Table 1.5 illustrates
general guidelines
for graphically 
displaying
questionnaire data.
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Check 
when 
completed

Figure 1.14:  Outline for a Questionnaire Final Report

Title Page Title for study
Sponsoring group (champions)
Name, address, and phone number of contact person(s)
Date of publication

Table of Contents Outline of main topic headings
Outline of subtopic headings

List of Illustrations Figures
Tables
Charts

Introduction Why the study was conducted 
Or Problem statement
Forward

Group(s) involved
Sponsors (champions)

Background Purpose(s) and goal(s)
Description of population and sample
Sampling method(s) used
Responses and non responses
Time frame(s) – including dates

Findings Verbal explanations of what is found in figures, tables, charts, etc.
Verbal explanations of anecdotal data
Significant comparisons of data
Overall picture(s) revealed by the data
Representative quotations from open-ended items
Conclusions and recommendations

Summary Concise abstract of important findings and recommendations

Appendixes Copy of questionnaire
Bibliography
Glossary of terms
Letter of endorsement or authorization
Tabular material – data summaries

Date Completed ________________

Date Completed ________________

Date Completed ________________

Date Completed ________________

Date Completed ________________

Date Completed ________________

Date Completed ________________

Date Completed ________________



 & Procedures
 & When and how distributed and returned
 & Explain issues of informed consent and/or anonymity or

confidentiality
 & Data analysis techniques used

 & Weaknesses -- be frank about:
 & Low return rates
 & Bias in returns
 & Items that may have confused respondents

10-4 Present results.
 & Use tables, graphs, and figures to display findings
 & Explain major/important findings in straightforward language
 & Reference table, graphs, and figures in text

10-5 Write discussion and conclusions
 & Summarize and highlight major results
 & Indicate implications of findings -- what should be done
 & Tie information together and reach conclusions

 & Stay within the parameters of the data
 & Consider referring to prior studies or other data sources as

appropriate

10-6 Prepare front and back matter
 & Title page - sponsoring group - name and address of contact

person
 & List of tables, graphs, and figures
 & Appendix considerations:

 & Copy of questionnaire or example items
 & Bibliography
 & Letter of endorsement or authorization
 & Glossary of terms
 & Tabular material not summarized

10-7 Prepare Executive Summary.
& General summary for quick and easy reading
& Highlights findings and recommendations

EMRA, 2000
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Figure 1.14 is an 
example of a
comprehensive
outline for reporting
questionnaire findings.

Figure 1.14 is an 
example of a
comprehensive
outline for reporting
questionnaire findings.
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 Table 2.1:  Commonly Used Probability Sampling Methods

Method/Description Benefits Concerns

Simple Random Sampling

Every unit or case in a 
population has an equal 
chance of being selected.

/ If there are subgroups in a 
population that are of particular 
interest, they may not be 
included in appropriate 
proportions in the sample.
If the population is large and 
organized in lists, it is labor
intensive to assign numbers to
the list and identify randomly
chosen cases.

/

Natural groups or clusters are
sampled with members of each
selected cluster being sub -
sampled.

Convenient to use existing 
intact units.
Clustering concentrates data
collection within fewer and
smaller settings reducing
data collection time and costs.
It is useful when it is either
impossible or impractical to
compile an exhaustive list of
the units that make up the
target population.

/

/

Cluster sampling is efficient,
but it yields a less accurate
sample.
General assumption is that
all of the clusters are alike.
If they are quite different, the
sample will be biased.
It is best to maximize the
number of sampled clusters
while decreasing the number
of units within each cluster.

/

/

/
/

Relatively easy to do. 
Printed tables and 
computer programs are 
readily available to generate  
random selections.
For relatively small 
populations, one can literally 
pull numbers or names 
“out of a hat.”

/

/ If there is a recurring pattern
within a list, the method may
yield bias results.  For example,
data arranged by month or lists 
of names that are grouped with
the group leaders name always
first are problematic.

Stratified Random Sampling

The population under study is
grouped by meaningful
characteristics (i.e., strata).

Every unit or case in each strata
has an equal chance of being
selected.

/ Easy to conduct analysis of 
pertinent subgroups such as 
gender, age, experience, 
geographic location, etc.
The sample is more likely to
reflect the population than with
simple random sampling.

/

/ Must calculate population and
sample sizes for each sub-
group.
Can be labor intensive and
difficult if several subgroups
are utilized -- particularly if
individuals or cases in the
subgroups are not readily
identifiable.

/

Cluster Sampling / /

/ Very convenient to use existing
lists of people, objects, events,
etc.
Similar to random selection
if the starting point in a list
is randomly chosen.

/

Systematic Sampling

Every nth unit or case on a list is
selected.

Nth for example can be every 5th,
10th, or 25th case.  It is determined
by dividing the size of the popula-
tion by the desired sample size.

 2-2
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Introduction

Performance analysis studies often begin with a general idea about the
people, things, or events to be studied.  These are called the unit of analysis.
Through prior projects and experience as well as from information in the
professional literature, the analyst develops a conceptual definition of the unit of
analysis to be studied. The analyst specifies whether the unit of analysis is
made up of individual units or groupings of units.  For instance, individual
production workers or production teams in Factory XYZ.

Populations and Samples

An entire group of people, things, or events being studied is a population.
A population is defined by identifying the unit of analysis.  The definition
requires specifying the common characteristics of the individual objects or
elements which make up the collection of people, things, or events.  This is
done in such a way that the analyst can discriminate between objects or
elements which belong to and those which do not belong to the collection.  All of
the employees of a company, all of the company’s meeting rooms, and all of the
company’s pay days in a given year are examples of populations.

A single person, thing, grouping, or event is called an element of a
population.  Pat, a company employee, the safety training room, and the last
pay day of the first calendar quarter are examples of elements of populations.

A selection of one or more elements from a population is called a sample.
A sample can range in size from one element in a population to all of the
elements in a population, but one.  Simply, a sample is a subset of a
population.

Why Sample?

Often limited resources or time make it unpractical to study a population.
Sometimes the population is very large or all of the elements are not available
for study.  In such instances, a sample of a population is studied.

An example of a large population would be the 10,500 wholesale
customers who contacted a company by phone last calendar year with some no
longer in business.  A not yet available population would be 60 new automated
telephones to be installed over the next six month period -- 10 per month.

Two Sampling Strategies

Sampling strategies can be divided into two categories -- probability and
non-probability.  Probability sampling involves random selection.  Random
means selection of an element or grouping of elements independent of
the selection of any other unit.  Commonly used probability sampling 

.

Table 2.1 describes
 the benefits and 
concerns associated 
with four popular 
probability sampling 
methods.

Table 2.1 describes
 the benefits and 
concerns associated 
with four popular 
probability sampling 
methods.

The decisions a
performance analyst
makes regarding the
people, objects, groups, or
organizational entities to
study are important.
Choosing what to study
and whether or not to
include all or only part of
the individual elements
that make up the study
group falls into the realms
of populations and
samples.

2-3
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 Table 2.2: Commonly Used Non-Probability Sampling Methods

Method/Description Benefits Concerns

Convenience Sampling

Using a group of units or cases
that are readily available.

/ The sample is opportunistic and
the units or cases chosen are
unlikely to be representative of the
target population.

Purposive Sampling

The analyst relies on his/her
judgments to select units or
cases that represent or are
typical of the population.

/ Requires full knowledge on the
part of analyst concerning the
relevant factors that vary in a
population.
Easy for the bias of the analyst
to negatively impact the 
representativeness of the sample
or for the analyst to be incorrect
in identifying relevant factors 
which vary in the population.

Quota Sampling

The population is divided into
subgroups and the sample is
based upon the subgroups 
needed to represent their
proportions in the population.

Samples from the subgroups 
are chosen using either
convenience or purposive 
sampling.

/ Practical if reliable data are
available to describe the
proportions of units or cases
in the various subgroups.

/ Records of the proportions of the
subgroups must be accurate and 
up-to-date.
Sampling bias is a concern, but
the method will yield a more
representative sample than
convenience or purposive
sampling.

/

/

/

A practical method that relies
on readily available people,
objects, or events.
Inexpensive and time efficient.

/ Helpful in exploratory or
developmental work.  Makes
certain the widest variety of
subjects are represented.
Useful in comparing and 
contrasting extremes in a 
population.
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Table 2.2 describes
 the benefits and 
concerns associated
with three popular 
non-probability 
sampling methods.

Table 2.2 describes
 the benefits and 
concerns associated
with three popular 
non-probability 
sampling methods.

For most performance
analysis studies, the
analyst can make
reasonable choices about
the population to be
studied and the sampling
strategy to use.  The
guidelines which follow
will help in making good
choices.  If a study is
large, involves many
resources, and the
findings will be
consequential, the analyst
should consider seeking
technical assistance.

methods include simple random sampling, systematic sampling, stratified
random sampling, and cluster sampling.  Each method has it benefits and
limitations.  The essence of probability sampling is to choose a  sample that
fully represents  the population under study.  The performance analyst is
seeking to generalize from the sample to population as a whole.

Non- probability sampling involves selecting elements from a population
by means other than randomly.  For most non-probability sampling methods the
analyst makes judgments about the purposes of the study and the nature of the
population and then purposefully chooses certain elements to make up the
sample.  Commonly used non-probability sampling methods include
convenience sampling, purposive sampling, and quota sampling.

Population or Sample?

Ideally, it is desirable to collect data from a population.  In so doing, there
is no need to make inferences from a sample to the population about what is
found.  In short, “what you get is what you got” in terms of data.  No guesswork
is needed about how representative the data are of the population.  Population
studies are realistic if the size of the population is relatively small, all elements
of the population are accessible, and adequate time/resources are available.

Often in needs analysis studies, the population is large, difficult to fully
access, and time and resources are limited.  Such cases require sampling.  If
the needs analyst is interested in making certain that data findings from a
sample can be generalized to the population as a whole, the sampling goal
will be to choose a sampling strategy that will yield a sample which closely
approximates the population in characteristics important to the study.  Important
characteristics may include demographics, work related factors, socio-economic
factors, or time and location.

When sampling, several factors come into play in choosing a strategy.
The stage of the study, how the data will be used, time and resources, and
method(s) of data collection come into play.  The analyst must choose a degree
of confidence -- that is certainty -- that the sample represents the population.
Finally, the precision desired for planned sample statistics -- that is, the margin
of error -- must be considered.  All of these factors are explained in detail in the
following guidelines.

Further Readings

Babbie, E.  (1995).  The Practice of social research (7th edition).  Belmont, CA:
Wadsworth.

Edwards, J. E., Thomas, M. D., Rosenfeld, P., & Booth-Kewley, S.  (1997).
How to conduct organizational surveys: A step-by-step guide.  Thousand
Oaks, CA: Sage.

Mertens, D. M. (1998).  Research methods in education and psychology:
Integrating diversity with quantitative & qualitative approaches.
Thousand Oaks, CA: Sage.
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 Figure 2.1: Units of Analysis (objects or cases being analyzed)

Figure 2.2:  Population of Workers From a Small Company

EXAMPLES
       PEOPLE
• Hourly Workers
• Salary Workers
• Trainees
• Sales Staff
• Customers
• Clients
• Interns

           GROUPS
• Safety Teams
• Second Shift Workers
• Regional Sales Forces
• Quality Improvement 
   Teams
• Production Supervisors
• Secretarial Pools

ORGANIZATIONAL UNITS
• Retail Stores
• Manufacturing Plants
• Regional Operations
• Western Sales Divisions
• Maintenance Departments
• Supply Co-ops

       ARTIFACTS
• Memos/Letters
• Finished Products
• Financial Statements
• Machines
• Meeting Rooms
• Annual Reports
• Accident Reports

     OCCURENCES
• Holidays
• Pay Days
• Calendar Quarters
• Promotional Sales
• Staff Meetings

A Population of 35 Workers

3 Managers

5 Sales People

7 Office Support Workers

15 Production Workers

 5 Delivery Drivers
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Introduction

In designing a performance analysis study, the first question to answer is:
“What is it that is going to be studied?”  The persons, things, or events that are
the focus of a performance analysis study are called the “units of analysis.”  The
units of analysis are the objects or cases of the study.  These may be people,
groups, occurrences, organizations, or artifacts.

What Should Be the Unit of Analysis?

The purpose of the study dictates whom or what is to be described,
analyzed, and compared.  It is important to carefully determine the units about
which you wish to draw conclusions and then make sure that the data you
collect pertain to those units.  For example, if you are interested in the safety
records of individual workers and the data that are available combine accidents
for all individuals by department, then conclusions about individuals must be
drawn very tentatively.

Individual Versus Aggregate Data

It is important to clarify and keep in mind during a performance analysis
study whether the unit of analysis is individuals or groups (aggregates).  When
information about individuals is combined to describe the characteristics of a
group to which they belong this can be either individual or aggregate data,
depending on how the data are used.  If collective information about a group is
used to describe the characteristics of individuals within the group, the unit of
analysis is the individual.  However, if aggregate information about a group is
used to compare different groups, then the unit of analysis is the group.

The reason that it is important to accurately identify the unit of analysis is
that confusion over the unit may result in false conclusions about performance
analysis data.  Generally, conclusions about performance analysis data can
only be made about the unit under study.  For example, one of the most
common fallacies in mixing units of analysis is when characteristics of groups
are used to make inferences about the individual behaviors of the people within
those groups.  This is called the “ecological fallacy.”  For example, if accident
rates among workers are higher in departments with a high concentration of
older workers, you would be committing an ecological fallacy if you concluded
based upon the group data that older workers are more likely to have accidents.

Populations and Samples

Once the unit of analysis has been determined, the next step in
conducting a performance analysis study is to ascertain the population or
sample from which to gather data.  A population is the total membership
of a defined group of people or artifacts.

Figure 2.1 shows 
different types of units
of analysis used in 
Performance analysis 
studies.

Figure 2.1 shows 
different types of units
of analysis used in 
Performance analysis 
studies.

Figure 2.2 is an 
example of a 
population 
of workers.

Figure 2.2 is an 
example of a 
population 
of workers.

The ecological fallacy
deals with drawing
conclusions about
individuals based solely on
the observation of groups.
Observed group patterns
may be genuine, however,
this does NOT warrant
making assumptions about
the causes of the patterns.
In short, assumptions
cannot be made about
individuals making up the
groups.

2-7
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What is a Population?

What is a Sample?

          Definition

TOTAL membership of a
defined grouping

-People
-Groups
-Organizations
-Artifacts
-Occurrences

Ability to discriminate
-Who/What is in
-Who/What is out

             Examples

Sales force for XYZ  manufacturing

Quality enhancement teams for Widget 
Manufacturing

Regional offices of Ring Telephone Co.

Rooms used for training for Worldwide Air

Departmental safety records for Fast
Transportation Co.

Paid holiday for Good Food hourly workers

&

&

&&

&

&

&

Subgroup or part of a
population

Two-Types

1. PROBABILITY

     Random selection
     Equal chance of
     being selected

2. NON-PROBABILITY

    Non-random selection
    Purposeful choice

  100 sales people
Any part of total
Groupings of 1, 2, 3, ….., 99 people

1.  PROBABILITY
     100 sales people
     Draw 35 names “out of a hat”

2.  NON-PROBABILITY
     100 sales people
     Select 25 people from Midwest

            Plant

&&

&

&

Definition Examples

NOTES AND SUPPLEMENTAL INFORMATION
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The summarized results of studying a population are called parameters.

A sample is a subset of cases selected from a population.  The
summarized results of studying a sample are called statistics.

Ideally, performance analysis data are gathered from entire populations.
This is the preferred method if the population is relatively small.  However,
gathering data from an entire population is oftentimes unrealistic because of
practical considerations such as limited time and financial resources.  Therefore,
a sample that accurately represents the variability in a given population is often
preferred over gathering data from the entire population.  Carefully selected
samples yield very accurate results, thus eliminating the need to administer a
performance analysis study to an entire population.

There are several different sampling designs from which to choose.
Factors such as population size, the time one has to administer the study,
resource limitations, and accessibility to the population will impact the decision
of which sampling design to select.

Sampling Designs

Ideally, samples should represent the population of interest.  This means
that the sample should provide a close approximation of certain characteristics
of the population.  Examples of characteristics include demographic factors such
as gender and race or work-related factors such as training and work
experience.  Sampling designs are generally divided into two broad classes:
probability and non-probability.

DEFINITION OF PROBABILITY SAMPLING: sampling based on a
process of random selection, which gives each case in the population an equal
chance of being included in the sample.

Probability sampling designs always involve the process of  'random
selection' at some stage.  The primary benefit of the random selection of cases
from a population is that you are more likely to have a representative sample.
This means that you can assume that the findings from the sample data can be
generalized to the entire population.

DEFINITION OF NON-PROBABILITY SAMPLING: process of selecting
cases other than through random selection.

Non-probability samples have two basic weaknesses: 1) investigator bias
in the selection of cases is not controlled and 2) generalizing research findings
to the entire population must be done with care.  Despite these weaknesses,
non-probability sampling is oftentimes either more practical or the only viable
means of selecting a sample. .

Figure 2.3 provides 
summary information 
and examples of 
populations and 
samples.

Figure 2.3 provides 
summary information 
and examples of 
populations and 
samples.
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 Figure 2.4:  Simple Random Sample

Table of Random Numbers
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SAMPLE = 10

Begin

21

Dave
Dale
Doug
Earl
Fran
Frank
Gail
Gus
Harry
Helen
Irene
Irma

Jake
Jane
Janet
Karen
Kyle
Lee
Marc
Nancy
Randy
Wanda
Will

Sampling Interval    = 
Population Size

Sample Size =
35
7 = 5

Sampling Ratio       = 
Sample Size

Population Size =
7
35 = 1:5 (20%)

Draw one number out of a hat that
contains the numbers from 1 to 5.
Let’s say the number selected is “3”.

Count down the list of names to the
third name (Arin).

Given the sampling interval is “5”,
count down every 5th person to get the
desired 7 person sample.

3

Abe
Abby
Arin
Art
Alice
Bart
Barb
Bart
Bruce
Cal
Carl
Chris

8

13

18

23

28

33

Population Size = 35
Sample Size = 7

Figure 2.5:  Systematic Sampling (alphabetical list of names of 35 employees)

1290 8766 8874 2686 5847 9338
4457 2304 7209 7333 6942 3208
6574 3490 3352 8948 3329 0732
2395 8422 9402 0398 8584 7294

0203 9485 5940 3094 1284 8739
2019 3847 4633 8211 0193 8474
7382 9215 0382 9746 5929 0121 
6388 9215 7238 3172 7141 9131

3377 6797 4451 6767 5288 7431
0927 4236 4633 9707 5353 9773
3569 7935 2576 5458 6438 5481
3738 5687 2328 6166 4672 7230

 

33
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Figure 2.4 illustrates 
simple random 
sampling.

Figure 2.4 illustrates 
simple random 
sampling.

Probability Sample Designs

1. SIMPLE RANDOM SAMPLING

Simple random sampling adheres to the general principle that every
possible combination of cases has an equal chance of being selected as the
sample.  For example, in a population of four cases, identified as A, B, C and D,
there are six possible samples of  two cases:  (A,B),  (A,C),  (A,D),  (B,C),
(B,D),  and  (C,D).  In a simple random sample of two cases, each of these pairs
of cases would have the same chance of selection.  In order to guarantee this
type of random selection, two requirements are necessary:

--  a complete list of the population, and

--  a process for randomly selecting individual cases to be included in the
     sample.

In order to select a random sample, the needs analyst cannot simply
choose cases haphazardly.  Preferred methods of random selection typically
require the use of computer programs or prepared tables that can be used
mechanically to generate random numbers.

2. SYSTEMATIC SAMPLING

Systematic sampling consists of selecting every nth (e.g., 5th, 10th, or
20th) case from a complete list or file of the population, starting with a randomly
chosen case from the “n” cases on the list (e.g., a randomly chosen case from
the first 5, 10, or 20 cases).  This procedure has two requirements: a sampling
interval (n) and a random starting point.  The sampling interval is simply the
ratio of the number of cases in the population to the desired sample size.  A
random start refers to the process of randomly generating (generally with a
statistical package) an initial case as the starting point between 1 and n.

For example, let's assume that you want to select a sample of 100 cases
from a total population of 2500.  Dividing 2500 by 100, you obtain a sampling
interval of 25.  You would then select at random a number between 1 and 25,
and starting with that number, select every consecutive 25th case.  For
example, let's assume the random number turns out to be 19.  Your sample
would then consist of cases numbered 19, 44, 69, ..... , 2494.

Systematic sampling is oftentimes preferred over simple random sampling
when the population list is quite long and the desired sample is large.  Working
systematically with a list is more efficient than drawing a simple random sample
from a list.

Figure 2.5 illustrates
systematic sampling.

Figure 2.5 illustrates
systematic sampling.

Choosing numbers from a
table of random numbers
is simple.  Begin by closing
your eyes and sticking a
pencil point into the table.
Where it lands is where
you begin.  If you are
selecting 10 of 35 subjects,
use the last two digits of
the beginning number.
Proceed to the next
number using its last two
digits.

Continue until you have 10
random numbers.  If a two
digit number exceeds the
number 35, or a number is
repeated, ignore it and
move to the next number
in the table.
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 Figure 2.6:  Proportionate Stratified Random Sample

1.  Break the population into two or more natural strata.
Example:  - personnel by product lines

- manual and automatic widgets

2. Calculate the percentage of the population in each stratum.
Example:  - automatic widget division = 23 of 35 = 65.7%

- manual Widget division = 12 of 35 = 34.3%

3. Select a sample size.
Example: - the decision is to select a sample of 15 individuals

4.  Calculate the sample size for each strata by applying the percentage for each
strata in the population to the sample size.

Example: - automatic widget division 65.7% of 15 = 9.9 or 10
- manual widget division 34.3% of 15 = 5.1 or 5

5.  Randomly select the required sample from each strata.
Example: - 10 of the 23 persons in the automatic widget division

- 5 of the 12 persons in the manual widget division

NOTE: Use a table of random numbers or “pull names out of a hat.”

MANUAL (12)

AUTOMATIC (23)1 2 3 4 5 6 7 8 9 10 11 12

13 14 15 16 17 18 19 20 21 22 23

1 2 3 4 5 6 7 8 9 10 11 12

Directions

MANUAL

4 15 11 7 8 21 1 16 19 3

12 3 1 7 11

AUTOMATIC 
SAMPLE = 15
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Although systematic sampling is cost and time efficient, the drawback of
this sampling design is the possibility of selecting a biased sample.  This
happens when a population list has a periodic or cyclical pattern that
corresponds to the sampling interval.  For example, in an organization, if an
employee list is arranged such that every nth case was a supervisor, your final
sample would be comprised solely of supervisors; other employees would not
be represented in the sample.  Fortunately, this type of cyclical pattern within
population lists is relatively uncommon, but it is certainly something to watch for.

3.  STRATIFIED RANDOM SAMPLING

In stratified random sampling, the population is first subdivided into two
or more mutually exclusive segments, called "strata".  Strata are based on
categories of one or a combination of relevant variables.  Simple random
samples are then drawn from each stratum and combined to form the complete,
stratified sample.  It is used when the analyst wants to ensure adequate
representation of subgroups that have particular importance to the issue being
analyzed.  Some common stratification variables in needs analysis studies are
gender, age, race, organizational level, experience level, and operational units.

For example, let's assume that we have a population of eight cases,
identified as A through H.  Now, let's assume that we are interested in selecting
a sample size of four that equally represents cases based on the variable of
gender.  The cases would first be broken down into two strata: male and female.
Now we have two strata of cases that are divided in the following manner:
cases A, B, C, and D represent females and cases E, F, G and H represent
males.  After dividing the cases into two strata, we would then randomly select
two cases out of each stratum.  The two randomly selected cases from each
stratum would then be added together to produce the final stratified random
sample.  This process would not produce a simple random sample since there
are several combinations of cases that are not acceptable, for example, the
combinations of all females (ABCD) or all males (EFGH).  There are, however,
thirty-six possible stratified random samples of four cases with equal
proportions of males and females in the samples.

There are two approaches to stratified sampling.  The first is
proportionate  stratified random sampling where the percentage of people
chosen from each strata (subgroup) is the same in both the sample and the
population.  For example, if 10% of an organization’s members are classified
managers, then 10% of the managers are randomly selected to be part of the
overall sample.  This approach yields a sample which is more representative of
the population and will result in more precise needs analysis estimates.

If analysis of subgroups is a primary aim, it is important to make sure that
subgroups are represented in reasonable numbers (i.e., 10 or more people in a
stratum).  In such cases, use disproportionate stratified random sampling.
This involves increasing the representation of smaller population subgroups
while keeping the overall sample size the same.  Because the proportion
of sample cases in each stratum does not reflect its proportion in the total

Figure 2.6 illustrates
 proportionate 
stratified random 
sampling.

Figure 2.6 illustrates
 proportionate 
stratified random 
sampling.
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 Figure 2.7:  Cluster Sampling (Natural Groupings)

1 Break the population into clusters of
convenience:

   For instance, a company’s six regional
operations located in various 
geographical areas of the country:

Northwest Operations
Southwest Operations
Mountain Operations
Great Lakes Operations
Southeast Operations
Northeast Operations

2 Place the names of the six regional
operations in a hat and then select three
of the six randomly.

3 Select employees at each of the 
randomly chosen sites.

a.  Single Stage Example:
Use all of the workers from each of the
chosen sites.

b. Multistage Example:
Randomly select from the cluster 1st, 2nd,
or 3rd shift workers.

 -- for each of the three randomly chosen
 sites, put the numbers 1, 2, and 3 in a
 hat, then select one number at random.

-- use all of the workers from the randomly
selected shift for each site.

Great Lakes

Southeast

Northeast

Southwest

Northwest

Mountain

Great Lakes

Northeast

Northwest

2nd shift workers

2nd shift workers

1st shift workers

Sample
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Figure 2.7 illustrates
cluster sampling.

Figure 2.7 illustrates
cluster sampling.

population, A WORD OF CAUTION!  When cases are selected in this manner,
a statistical adjustment must be made before generalizations from the
performance analysis data are possible.  This is accomplished by a weighting
procedure that compensates for over sampling in some strata.  These types of
mathematical formulas are generally part of statistical analysis packages.

4. CLUSTER SAMPLING

In cluster sampling the population is broken down into groups of cases,
called 'clusters', and a sample of clusters is selected at random.  The clusters
generally consist of natural groupings such as geographic units (e.g., districts,
states, and regions) or work groups within or across organizational settings.
Unlike stratified random sampling, which involves selecting cases from each
stratum, cluster sampling selects cases only from those clusters selected for
the sample.

There are two types of cluster sampling designs: single-stage cluster
sampling and multistage cluster sampling.  If all cases in each sampled cluster
are included in the final sample, the design is called a single-stage cluster
sample in that sampling occurs only once -- at the cluster level.  An example
of a single-stage cluster sample would be to randomly select five of twenty
work groups within an organizational work site and include all of the workers in
each selected work group in the final sample.

However, cluster sampling more commonly involves sampling at two or
more steps or stages; this is called multistage cluster sampling.  An example of
a two-stage cluster sample might involve comparing work groups across several
organizational work sites.  The first stage of cluster sampling would be to
randomly select two of four organizational work sites; these would be termed
'primary sampling units'.  The second stage of cluster sampling would be to
randomly select five of twenty work groups within each of the selected
organizational work sites; these would be termed 'secondary sampling units'.
The final sample would include all of the workers within each selected work
group within each selected organizational work site.  You can also employ
simple or stratified random sampling at one or more stages of the cluster
sampling design, therefore, reducing the overall size of the final sample.

While stratified random sampling is used to increase sample precision
(i.e., to adequately represent disproportionately small groups), the primary
reason for cluster sampling is to reduce the time and costs of data collection.
In other words, clustering concentrates data collection within fewer and smaller
settings.  In the example discussed in the previous paragraph, simple and
stratified random sampling would involve randomly selecting and making
contacts with  individuals across all organizational work sites.  Cluster sampling
would lessen the number of sites and work groups ‘clustering’ the individuals to
be contacted.  The primary problem with cluster sampling, compared to simple
and stratified random sampling, is that it yields a less representative
sample, therefore limiting the generalizability of the research findings. 2-15
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 Figure 2.8:  Convenience Sample:  easy, but not always representative

              The Sample

Seven individuals who are willing to
take part in a focus group during their
lunch hour.

  1 of  3 Managers

  1 of  5 Sales People

  2 of 7 Office Support Workers

  2 of 15 Production Workers

  1 of 5 Delivery Drivers

1- 18 
Months

37-54 
Months

19-36 
Months

55-72 
Months

73+ 
Months

              The Sample

1  It is deemed important to interview
the most and the least experienced 
employees.

2 Group the employees by months 
on the job.

3 Select and interview all employees 
with 1-18 months and 73+ months 

    of experience.

Figure 2.9:  Purposive Sample  
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Non-Probability Sampling Designs

Non-probability sampling is oftentimes either more practical or the only
viable means of case selection.  The following are situations in which non-
probability sampling would be the preferred method.

1. Under some circumstances, samples must include very few cases.  If the
population is quite large, then the selection of cases should probably be
left to expert judgment rather than random chance.  The rationale is that
random selection of a few cases would not yield a representative sample.

2. When studying past events, analysts tend only to have access to a
fraction of cases.  For example, access to work samples or artifacts from
a previous year might be quite limited, not allowing one to select cases
randomly.

3. In the early stages of investigating a problem or a need, the objective is
oftentimes to simply become more informed about the problem itself.
Probability sampling is unnecessary in many such situations.

4. If the population itself contains few cases, then there is no point in 
considering probability or non-probability sampling.  All cases (i.e., the
population) should be studied.

1.  CONVENIENCE SAMPLING

In this form of sampling, the analyst simply selects a requisite number
from cases that are conveniently available.  This type of case selection is easy,
quick, and inexpensive.  If the research is at an early stage and generalizability
is not an issue, then this sampling method is appropriate.  The weakness of this
method, however, is that there is no way of determining to whom, other than the
sample itself, the results apply.

2.  PURPOSIVE SAMPLING

In this form of sampling, the performance analyst relies on his or her
expert judgement to select units that are "representative" or "typical" of the
population.  The general strategy is to identify important sources of variation in
the population and then to select a sample that reflects this variation.

As with any non-probability case selection method, purposive sampling is
an unacceptable substitute for probability sampling when precise and accurate
generalizations are required.  However, with studies of a more limited scope or
in situations where random sampling is not possible, purposive sampling is an
acceptable alternative.  It generally offers much stronger, less tenuous

Figure 2.9 illustrates
purposive sampling.

Figure 2.9 illustrates
purposive sampling.

Figure 2.8 illustrates 
convenience sampling.

Figure 2.8 illustrates 
convenience sampling.
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 Figure 2.10:  Quota Sample 

The Sample

1   Divide the population into relevant strata.
Example:  5 workgroup types.

2 Use a non-probability sampling method to select cases from each strata.
Example:   a convenience sample consisting of one volunteer from each
                  of the five strata.

3 Managers

5 Sales Workers

7 Office Support Workers

15 Production Workers

5 Delivery Drivers

Sample = 5
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inferences than convenience sampling.  The major weakness of purposive
sampling is that it demands considerable knowledge of the population on the
part of the performance analyst before the sample is drawn.

3.  QUOTA SAMPLING

Quota sampling is a form of purposive sampling that reflects the basic
tenets of proportionate stratified random sampling.  The first stage of case
selection for both sampling methods entails dividing the population into relevant
strata such as age, gender, race, or work group types.  The difference between
the two methods lies in how cases are selected once quotas have been set.
Instead of randomly selecting cases within each stratum, quota sampling
involves the selection of cases based on whatever non-probability method the
performance analyst chooses (e.g., convenience or purposive sampling).
Sampling biases are not completely eliminated using this method.  However, it
is considered to yield more representative samples than either convenience or
purposive sampling.

Factors to Consider in Choosing a Sample Design

The following four questions must be considered before selecting a
sampling design:

1.  What is the stage of the performance analysis study?
2.  How will the performance analysis data be used?
3.  What are the available resources for drawing the sample?
4.  How will the data be collected?

STAGE OF RESEARCH AND DATA USE:

The first two questions ask how accurate the sample must be as a
description of the population.  Accuracy is least important in the exploratory
phases of performance analysis, when the goal is to simply discover patterns or
to make initial observations.  Under these circumstances, generalizing to a
specified population is usually irrelevant.  Therefore, non-probability sampling
methods (i.e., convenience or purposive sampling) may be used to select
cases.

In contrast, accuracy is most important in large-scale fact-finding
performance analysis studies that provide input for major policy decisions.
Probability sampling would be used in this type of situation (i.e., simple random,
systematic, stratified, or cluster sampling).

In sum, the most important issue is that the performance analyst must
have some sense of how representative the sample must be to meet the
objectives of the performance analysis study.

Figure 2.10 illustrates
quota sampling.

Figure 2.10 illustrates
quota sampling.
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 Figure 2.11: Sampling Design Choice Factors

Factors Affecting 
Sampling Design

Stage of the study
Early and exploratory
Fact-finding 
Impacts policy

How are data to be used
Developmental work
Finalized work

Available time
Limited
Adequate
Plentiful

Available resources
Limited
Adequate
Plentiful

Non-probability
Probability

Non-probability
Probability

Non-probability
Probability

Probability

Probability

Non-probability
Probability
Probability

How are Data Collected

Questionnaires

Structured Interviews

Unstructured Interviews 

Observations

Artifacts - Population Accessible

Artifacts - Population Not Accessible

Focus Groups

Probability
Probability

Quota/Convenience

Purposive
Probability
Convenience

Probability
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AVAILABLE RESOURCES:

Sample accuracy must oftentimes be balanced against cost.  Probability
sampling generally involves more time, money, materials, and personnel in
order for cases to be appropriately selected than does non-probability sampling.
Similarly, comparing probability sampling techniques, simple random sampling
is more costly than cluster random sampling.  A general rule to follow is that the
performance analyst  should define the target population to fit the scope of the
study. If the study is small enough, a well-designed sampling method is possible
and will use limited resources.

METHOD OF DATA COLLECTION:

The last factor to consider in selecting a sampling design is the method
of data collection: surveys/questionnaires, interviews, observations, artifacts,
or focus groups.  The following are generally accepted sampling designs for
the various methods of data collection.

SURVEYS AND INTERVIEWS: some form of probability sampling is
most generally used with surveys and questionnaires.  This also holds true
for structured interviews (i.e., those conducted using structured instruments).
For unstructured interviews, quota or convenience samples are often chosen.

OBSERVATIONS: Purposive sampling is typically used in performance
analysis studies that use observations.

ARTIFACTS (e.g., DOCUMENTS): when the population is easily
defined, probability sampling is used in the analysis of available objects (e.g.,
work samples or documents).  However, if the population is not easily defined,
convenience sampling is typically used.

FOCUS GROUPS: the accepted sampling design for focus groups is
cluster sampling.  Once clusters are chosen, it is best to use a form of
probability sampling.  If this is not feasible, purposive or quota sampling is
advisable.

Determining Sample Size

After having identified the target population and decided upon an
appropriate sampling design, the next step is to ascertain an adequate sample
size.  Five interrelated factors will affect the decision about sample size:

1. Heterogeneity of the population.
2. Desired precision of the sample.
3. Type of sampling design.
4. Available resources.
5. Number of breakdowns planned in the data analysis.

Figure 2.11 summarizes 
the factors that affect 
the choice of a 
sampling design.

Figure 2.11 summarizes 
the factors that affect 
the choice of a 
sampling design.
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 Table 2.3: Rules of Thumb* for Choosing Sampling Techniques and Sample
Sizes for Different Types of Data Gathering Techniques

Used in Needs Analysis Studies

* For more details and precise guidelines, see Chapter 10 in Mertens, D. M. (1998).  Research methods
    in education and psychology: Integrating diversity with quantitative & qualitative approaches.  Thousand 
    Oaks, CA: Sage.  

Data Gathering Technique Preferred Sampling Techniques Suggested Sample Size

Document (Artifact) Analysis 100 for each major subgroup,
and 20 to 50 for minor sub-
groups.

Observation Gather information until you 
reach a saturation point when 
newly collected data are
redundant with data already
collected.

Focus Group Interviews 1.  Cluster with secondary units
     chosen randomly.
2. Cluster with secondary units

chosen purposefully.
3.  Quota if subgroups are well

defined and understood.

7 to 10 people per group and
4 groups for each major 
audience type.

Unstructured Interviews 1.  Quota
2.  Purposive if subgroups are well

defined and individuals identifiable.
3. Convenience if other options are

not feasible.

Gather information until you
reach a saturation point when 
newly collected data are 
redundant with data already
collected.

1.  Purposive
2.  Cluster if groups of people or
     objects are observed together.
3.  Convenience if other options are
     not feasible.

Structures Interviews 1.  Simple random
2.  Systematic if it is easier to work

with an established list of people.
3. Stratified random if subgroups

of people are important to the
analysis.

30 to 50

Questionnaires 1.  Simple random
2. Systematic if it is easier to  work

with an established list of people.
3. Stratified random if subgroups of

people are important to the
analysis.

100 for each major subgroup,
and 20 to 50 for minor 
subgroups.

1.  Simple random
2.  Systematic if artifacts are listed
  or organized in some fashioned.
3. Stratified random if subgroups

of artifacts are important to the
analysis
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POPULATION HETEROGENEITY: Heterogeneity refers to the degree of
dissimilarity among cases with respect to a particular characteristic while
homogeneity refers to the degree of similarity.  The more heterogeneous the
population with respect to the characteristic being studied, the more cases
required to yield a representative sample.

DESIRED PRECISION: Desired precision refers to the extent to which the
findings collected from the sample would reflect the findings if the entire
population were to be studied.  In general, the larger the sample, the more
precise the findings.  In fact, the absolute sample size is a better determinant of
precision than the proportion of the population sampled.

SAMPLING DESIGN: The type of sampling design also affects decisions
about sample size.  For example, one way of increasing precision other than
selecting a larger sample is to use stratified rather than simple random
sampling.  In other words, stratified random samples require fewer cases than
simple random samples.  In contrast, cluster sample sizes should be larger than
simple random samples in order to achieve the same degree of precision.

AVAILABLE RESOURCES: Sample size, sampling method, and method
of data collection all impact the cost of implementing a performance analysis
study.  The following rule of thumb is typically used in survey research.

Once the data collection method is specified, the sample size can be
determined on a time and cost per case basis.  In other words, the number of
cases will be equal to the total time for data collection divided by the time per
case, OR the total funds for data collection divided by the cost per case.

NUMBER OF BREAKDOWNS PLANNED: The number of variables and
categories into which the data are to be grouped and analyzed must also be
taken into account in determining sample size.  The more breakdowns planned
in the analysis, the larger the sample must be.

For example, let's assume that we have a sample of 1,000.  We divide the
sample into males/females, then into African-Americans/whites, then into
people working the first or second shift, and then to those working in eastern
and mid-western plants. When we look at the number of mid-western white
females working the second shift, we might find that the sub-sample of this
group is too small for a reliable analysis of this particular group.

Example Sample 1000

Females   289
White         60
Working second shift     10
Mid-western plants       4

Table 2.3 shows 
some general rules 
for choosing sampling 
techniques and 
sample sizes.

Table 2.3 shows 
some general rules 
for choosing sampling 
techniques and 
sample sizes.
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Table 2.4:  Minimum Sample Size for a     5% Sampling Error 
with a 95% Confidence Level

From Krejcie, R.V., and Morgan, D. E. (1970).  Determining
sample size for research activities.  Educational and
Psychological Measurement, 30(3), 607-610.

10

20

50

100

250

500

1,000

2,500

5,000

10,000

10

19

44

80

152

217

278

333

350

370

100

95

88

80

61

43

28

13

7

4

Population

Size

Sample

Size

Percent

Required

Sample
Size

    100

    200

    400

    600

    750

 1,000

Number of
percentage

point to
allow

7  to 11

5  to   8

4 to    6

3  to   5

3  to   4

2  to   4

Table 2.5:  Margin of Error for Sample Sizes With a Confidence Level of 95%

+_

The Gallup Organization, publisher of many polls,
and The Gallup Poll Monthly, uses the guidelines in
Table 9.5 to estimate the 95% margin or error.
From Patten, M. L. (1998)  Questionnaire research:
A practical guide.  Los Angles, CA, Pyrczak.
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To avoid such problems, it is important to estimate the number of
breakdowns prior to data analysis and to make sure that the total sample
size will provide enough cases in each subcategory.  One way to achieve
this and also keep the sample size relatively small would be to employ stratified
or quota sampling.

Sampling Error and Sample Size

When a probability sample is used, the results may be close to the actual
population values, but they will NOT be exactly the same.  This error is called
sampling error.  It occurs because each sample drawn from a population will
be different from other samples that can be drawn and all samples will be
different from the population.  Sampling error is influenced by two factors: 1) the
amount of variability in whatever is being measured -- the more variability, the
higher the error, and 2) the size of the sample -- the larger the sample, the lower
the error.

When a sample statistic such as the percentage of persons responding
in a particular fashion is calculated, it is only an estimate of the percentage of
respondents in the population.  As such, sample statistics, such as percentages,
are often reported in conjunction with a sampling error.  For many polling data
reported in the popular press, the sampling error is reported as ∀ 3% or ∀  5%.
For instance, if 75% of workers desire more flextime, and the sampling error is
∀ 5%, this means that it is very likely that the population percentage of workers
desiring flextime falls between 70% and 80% (that is, 75% ∀ 5%).

Note in the paragraph above, that the words “very likely” were used in
explaining a specified interval.  It was noted that a true value can only be
known if the entire population is measured.  Statistically, we can state a
degree of confidence for the results.  Commonly used degrees of confidence
are 90%, 95%, and 99%.  For the example above, we could stipulate that the
true population value would be between 70% and 80%  in 95 out of 100
randomly drawn samples.

The desired sampling error and degree of confidence need to be
considered when deciding on an appropriate sample size for a probability
sample.  Various formulas exist to calculate the required sample size.  They
are present in most basic statistics books and built into many statistical
software packages.  The tables to the left provide some guidance for minimal
sample sizes given specific degrees of confidence and sampling errors.

Minimum and Actual Sample Size

As stated above, research methods and statistics books abound with
formulas and tables which provide guidance on sample sizes given specific
confidence levels and sampling errors.  Note however, that most will be giving
minimum sample sizes.  The assumption is that every person, object, or
event sampled will be available for analysis.  We know that in most

Tables 2.4 and 2.5  
present guidance  for 
sample sizes for  
various sampling
errors and degrees 
of confidence. 

Tables 2.4 and 2.5  
present guidance  for 
sample sizes for  
various sampling
errors and degrees 
of confidence. 

The sampling error
is sometimes called
the margin of error.
The two terms mean
the same thing.

A specified degree
of confidence is also
called a confidence
interval.

2-25
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NOTES AND SUPPLEMENTAL INFORMATION

EXAMPLE:

Figure 2.12:  What Sample Size to Use?

η  η  η  η  = 1
e2    

ηηηη =  sample size

e = margin of error

A formula that simultaneously corrects

for ineligibles and non-responses.

A conservative algebraic formula for calculating 
minimal sample size for a given margin of error 
at the 95 percent confidence interval.

where

Examples of values that 

have been calculated using 

the conservative algebraic 

formula presented above.

Margin of 
Error (e)

1 %

2 %

3%

4%

5%

Sample
Size

10,000

  2,500

  1,111

 625

400

Example:

For a 3% margin of error:

EXAMPLE:

ηηηη  = the minimum sample size

e = proportion of eligible respondents

r = expected response rate

η  η  η  η  = 1

(.03)2
1

.0009 1,111= ==
1

e2    

where
ηηηη

(e)(r)
ηηηη’ =

The analysis team estimates that 90% of the target population will be available to complete the survey

and the team expects a response rate of 80%.

ηηηη’    (adjusted sample size) =
ηηηη

(e)(r)
400

(.90)(.80)
400
.72= = 555.5  or  556or

 η    η    η    η   = 1
 (e)2

1
(.05)(.05)= =

1
.0025 =  400

XYZ  corporation has 2,550 production workers. The analysis team wants to survey the workers 

using a simple random sample. For a 5% margin of error and 95% level of confidence, a minimum of :

Therefore, 556 surveys should be administered to obtain the necessary minimum sample size.

 2-26
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Performance analysis studies, this will not be the case.  Some people, objects,
or events will not be available and some people may decline to participate.
These ineligibles and non-respondents require that the sample size be larger
than the minimum.  Henry in his 1990 book titled Practical Sampling provides a
simple formula that simultaneously corrects for ineligibles and non-response.
The formula and an example are given on the page to the left.

Final Thoughts On Populations and Samples

For most performance analysis projects, studying a population is
preferable to a sample.  When using questionnaires or analyzing artifacts and
the population size is 250 or below, use the population.  For larger populations,
use a sample.  Mostly use simple random sampling.  If particular dimensions of
the population are deemed important to the study, use a stratified random
sample.  A 95% confidence level and a margin of error of ∀  5 are conventional
for performance analysis type studies.  When people are the unit of analysis,
always sample non-respondents to see if there is any bias between those who
choose to participate and those who do not.

For exploratory and developmental performance analysis work, consider
non-probability sampling.  Be precise in choosing the unit of analysis for a study
and be careful in generalizing beyond both the unit and from a non-probability
sample to a population.  Time, resource expenditures, and financial costs are
all considerations in conducting a performance analysis study.  However, it is
better to error on the side of a population study or a larger sample if the findings
need to be credible and defended against “nay sayers.”  In short, take the time
and resources to increase a sample.  Even consider seeking help from a
technical consultant in setting up a study, choosing a sample, and analyzing the
data.

Figure 2.12 presents
formulas for choosing 
a sample size and for
correcting for ineligibles 
and non-respondents.

Figure 2.12 presents
formulas for choosing 
a sample size and for
correcting for ineligibles 
and non-respondents.

It is important to note that
after a certain point,
sample size does not
increase in proportion to
population size.  In table
2.4 the sample size for a
population of 5,000 is 350
and for a population of
10,000 only 370.
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Figure  3.1:  Visual Illustration of the Advantages of Graphically
Displaying a Set of Data

East
West
North
South
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Key Reasons for Drawing a Chart or Graph

Charts and graphs give immediate depictions of the
differences and patterns in a set of data

A lot of data can be seen quickly

Charts and graphs create pictures in the readers’ mind

1st Qtr 2nd Qtr 3rd Qtr 4th Qtr
East 20.4 27.4 90.0 20.4
West 30.6 38.6 34.6 31.6
North 45.9 46.9 45.0 43.9
South 42.3 38.9 66.0 53.2

Quarterly Sales in Thousands of Dollars
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OVERVIEW



EMRA, 2000

Introduction

After data have been gathered for a performance analysis study, it is often
helpful to organize and display the data in charts, graphs, and tables.  This will
enable the analyst and others interested in the results of the study to better
grasp the meanings of the data, to draw conclusions, and to make
recommendations.

When graphing a specific set of data, it is important to pay attention to
three major issues:

& selecting the chart, graph, or table that is most appropriate to best
showcase the data being illustrated

& understanding the levels of interests and abilities of the readers to
decode the graphic

& following conventional graphics production rules in order to help the
reader interpret the graphic easily and accurately

Graphically displaying data can be very effective in quickly presenting a
picture in the reader’s mind.  However, as Edward Tafte (1983) points out,  it is
important to remember that a statistical graphic should let the reader see what
is happening over and above what has already been described in the text of a
report.  If you think a report just needs some color or pictures to break up the
text, then choose something other than statistical graphics.

Purposes of Graphing Data

There are a number of good reasons for choosing to use a visual
representation of needs analysis data:

 & to orient readers to the subject or topic
 & to convey a message or reinforce a central point
 & to point out a problem or issue central to the analysis
 & to provide an overview of the issue or opportunity being studied
 & to allow  readers to generate questions and issues for themselves
 & to expose a commonly held myth or misconception about the  

problem or opportunity being studied

Usually,  the way an analyst chooses to display the performance analysis
data will be based on three factors:

*  What is it that the analyst is trying to explain with the data
+  Who will be looking at the chart, graph, or table
,  The analyst’s understanding and skill in producing different types of
      graphical displays of data

Figure 3.1 illustrates
the advantages of 
graphically displaying
a set of data. 

Figure 3.1 illustrates
the advantages of 
graphically displaying
a set of data. 

3-3

OVERVIEW

Graphs and charts
show the differences
and similarities in the
values of numerical
data without having to
compare the entire set
of numbers.

GRAPHING DATA
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Figure 3.2: Types of Charts and GraphsOVERVIEW



EMRA, 2000

Considerations in Creating Charts and Graphs

Creating charts and graphs is part craft and part art.  The craft involves
developing a technical understanding of the basic elements of charts and
graphs and knowing how to draw them.  The art involves choosing the right
graph or chart for the right situation.

There are two major determinations that must be made prior to choosing
a particular type of chart or graph to use to visually display data.

❶ TIME: Were the measures taken at one or several points in time?
If they were taken at one point in time, these are called cross 
sectional data.  If they were taken at several points over a time
period, they are called time series data.

❷  TYPE OF DATA (VARIABLES): Are the data which were collected
qualitative, quantitative, or a combination of both?

Qualitative Data are categorical in nature.  They are labels used to
identify or name variables. Such data are called nominal.

Quantitative Data are numerical in nature.  If they are discrete, they
have only a few categories usually consisting of whole numbers.
Such data are called ordinal.  If the data are continuous, there are a
large number of measures that are often infinite.  Such data are
called interval or ratio data.

These distinctions are important because they influence the type of chart
or graph that is appropriate to visually display a given set of data.  For more
detail about the distinctions between nominal, ordinal, interval, and ratio
data, see Section 4 titled “Descriptive Statistics.”

Different Types of Charts and Graphs

Charts and graphs take many forms.  Some are straightforward and
simple while others are intricate and complex.  Some are very specific and
used for only one type of data and others can be used for more than one type
of data.  Anders Wallgren and his colleagues in their monograph titled
Graphing Statistics & Data (1996) present over 25 different types of charts
and graphs.

This section will look at eight basic types of charts or graphs which
represent those used most often for visually displaying performance analysis
data. The types are: pie charts, bar charts, histograms, frequency polygons,
line graphs, area charts, scattergrams, and choropleth maps.

Figure 3.2 shows the
basic structures of the 
eight types of charts 
or graphs dealt with in 
this section. 

Figure 3.2 shows the
basic structures of the 
eight types of charts 
or graphs dealt with in 
this section. 

The types of data we are
dealing with influences
the type of chart or graph
we choose to display
those data.  The chart or
graph must retain the
characteristics of the
data.

GRAPHING DATA

OVERVIEW

3-5
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     Table 3.1: Characteristics of Selected Charts and Graphs

3-6

NOTES AND SUPPLEMENTAL INFORMATION

GRAPHING DATA

Pie Chart Used to show percentage or OK if the categories are few in number and it is not
proportional distributions of important for the reader to determine the precise size 
categorical (nominal) data. of the sectors with the eye.

Bar Chart A basic chart used to illustrate Simple to draw and simple to read.  Bar charts use
distinct categorical (nominal) spaces between the bars to emphasize that the data
data.  The bars can be vertical  are discrete.  They can be used to show both
or horizontal. absolute and relative frequencies.

Histogram Use to show frequencies for a Histograms can show absolute or relative frequencies. 
continuous variable (interval There is no space between the bars to indicate that 
or ratio data).  The bars are  the data are continuous.  In principle, the area of a bar    
vertical. is proportional to the frequency (= base times height).

Frequency An alternative to a histogram Constructed by connecting what would be the mid-

Polygon when showing a continuous points of the histogram columns with lines. Useful
variable (interval or ratio data). for comparing more than one set of continuous data 
Good for smoothing out the on the same chart.
look of the data.

Line Graph Good for showing data over The line chart gives a clear picture of development.  
time.  The gradients of the The eye can follow the curves over time and see 
curves can indicate periods important changes.  A line graph can handle any 
of time when changes were number of points in time and is suitable when there
large or important turning are several series of data to compare.
points.  Used with continuous
variables (interval or ratio data).

Area Chart Built upon a line chart, an area Useful for comparing the whole data with distinctive 
chart divides the data into two parts of the data.  It is best to keep the number of
or more parts.  The total is  parts limited.  Darker color or shading is used at the
described by the top line and bottom.
parts by lower lines.  The 
different areas are colored or
shaded. 

Scattergram Use to show relationships. The pairs of data are plotted on a pair of coordinates
The data consists of pairs of (x & y).  Each pair is represented by a dot or circle.  
quantitative variables. The data can represent covariance or a causal

relationship.

Choropleth Map A shaded map which shows Classes or categories on the map’s surface are 
proportions, intensities, or distinguished using color, shading, or patterns.  
averages for areas. They are best used to illustrate ratios.

OVERVIEW
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Table 3.1 describes
the characteristics of
selected charts and 
graphs.  

Table 3.1 describes
the characteristics of
selected charts and 
graphs.  

& 

&

&

& 

&

&

Construction Rules And Guidelines

& 

&

&

&

                                         Further Readings

Holcomb, Z.C.  (1998). Fundamentals of descriptive statistics.  Los Angeles, 
    CA: Pyrczak Publishing.

Jones, J.E. and Bearley, W.L.  (1995). Surveying employees. Amherst, MA: 
    HRD Press.

Wainer, H. (1997). Visual revelations.  New York, NY:  Copernicus.

Wallgren, A., Wallgren, B., Persson, R., Jorner, U. and Haaland, J. (1996). 
    Graphing statistics & data.  Newbury Park, CA: Sage. 

Who will be looking at the chart?

What does the data represent?
subject- is design information-rich graphics helpful?
target audience - is my graphic too difficult?
give primacy to the data

Is a chart necessary, or is a table or descriptive text more suitable?

What chart or graphic is appropriate given the variables?

If the data are complex, split into several separate, smaller charts/graphs.

Must the chart or graph have color?

What is the final product?  -- overhead, on computer, wall chart, handouts?

Plan designs to reveal data clearly.
does it avoid distortion
does it enhance clarity (length, size, volume, labels, titles, legends)
does it encourage important comparisons

Sizing the graph (general rules):
1.2 - 2.2 wider than tall
5”  wide graph (on 81/2” x 11” paper) 2 1/4” to 2 1/2” tall

Aesthetic appeal.
legibility
method of reproduction
placement on page

PREPARING TO DRAW  A CHART OR GRAPH
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Identifying Information            Parts
Title X Axis
X Axis Title/Label Y Axis
Y Axis Title/Label Grid Lines
Source Ticks
Legend Axis Values

Minimum Value

3-8
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Figure  3.3:  The Parts of Charts and Graphs

The parts that make up
a chart and graph include:

GUIDELINES

.

Number of individuals over 60 who have memory
problems
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Title LegendAxis label

Y axis

X axis

Y axis title

Minimum value

Grid lines

Ticks

X axis title

0

Age of individuals
Source:  US Statistic 1970
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General Guidelines for Constructing Charts and Graphs

CHART AREA Horizontal is best 1:1.6 height:width

BACKGROUND Light shading;  if color use light background

FRAME/GRID Helpful;  keep light and proportional

TEXT Keep to a minimum; words should not dominate
Title at top is best

- describe in concise terms what is shown
- left justified when part of text
- centered when self-standing

All text should be horizontal; left to right if designing for
western culture

AXES Straight lines;  do not need arrows
Y axes, vertical;  text above or to left
X axes horizontal;  text below or to right

SCALES Avoid big numbers;  if thousands, millions, etc., note on a
scale;  use 1, 2, … 5 principle

     0 1 2 3 4 5
     0 2 4 6 8 10
     0 5 10  20  30  40  50
     0 25  50  75  100  for percentages
     0 .1 .2 .3 .4 .5

TICKS Draw ticks on the outside of the axes

LEGENDS If space allows, write directly on the chart or graph
If space is small, write plot next to respective area
If there are several bars, stacked bars, or several lines,

use a legend box

PATTERNS Use simple patterns, dots or lines 4 or 5 maximum
Darker patterns down or to the right

SHADING Must  be distinguishable; darker shades down or to the right

COLOR Use sparingly;  discreet colors against pale shading

GRAPHING DATA

GUIDELINES

3-9

Figure 3.3 shows the
key parts of charts 
and graphs.

Figure 3.3 shows the
key parts of charts 
and graphs.

RULES OF THE ROAD

for constructing

charts

RULES OF THE ROAD

for constructing

charts
Sti
ll 
MO
RE
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     Figure 3.4:  Helping the Reader Visually
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Grid lines help the eye to judge
where end points actually end.

Grid lines are  very subtle and 
still effective in showing the values
at different points on a line graph.

Estimating the size of the areas
of a pie chart is difficult when the
size of the areas are small or nearly
equal.

....
NO

....
NO

☺☺☺☺
YES

☺☺☺☺
YES

....
NO

☺☺☺☺
YES

OVERVIEW
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Figure 3.4 shows
guidelines for visually
helping readers.

Figure 3.4 shows
guidelines for visually
helping readers.

While pictographs are discouraged 
(i.e., using pictures in stacks to depict 
data), using easily understood symbols 
as categorical labels assists readers to 
grasp content quickly.  Especially if the 
readers do not all speak the same 
language or categories are complex or
confusing.

Color can help draw the readers’ eye
to an important part of a graph.  But be
careful.  If it is to be printed in black & 
white, use contrasting colors or patterns 
which will be distinguishable in black & 
white.

Choose patterns, colors, or shades 
which are different.  Always put the 
darkest pattern or color at the bottom.   

Distinguishing between shadings is very
difficult. Use something in each area to
distinguish between the areas.

23%

2% 60%

15%

Things to Do in Constructing Charts and Graphs
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     Figure 3.4 (continued):  Helping the Reader Visually
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NOTES AND SUPPLEMENTAL INFORMATION

GRAPHING DATA

Illustrating quantitative estimates with
volumes,  even when using shading, is 
almost impossible.  Use the shapes with 
the same widths to depict varying sizes.

....
NO

....
NO

☺☺☺☺
YES

☺☺☺☺
YES

.

☺☺☺☺
YES

....
NO

GUIDELINES

With computer technology it is easy to
make three dimensional charts.  
However, when conveying two 
dimensional data, three dimensional
charts distort the data.
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Figure 3.4 (continued)
shows additional
guidelines for visually
helping readers.

Figure 3.4 (continued)
shows additional
guidelines for visually
helping readers.

Stacked bars, while not the best, only
show comparisons of lengths and 
positions on the scale.  The actual value 
of each part is difficult to interpret.

Avoid placing dark colors at the top
of bars in a chart and mixing horizontal
and vertical patterns.  They are “busy” 
and confuse the reader.

A reader must be able to judge
areas and angles to use a pie chart.
Don’t use more than five or six
sectors.  If you need a category for
‘other’, make sure it is not dominant
and place it at the end.  Pie charts
are read clockwise starting at 12:00.

Begin

....
NO

☺☺☺☺
YES

Beware of 3-D.  Computers can
make it easy to construct such graphics, 
however, they are difficult to interpret 
and it can skew the real comparisons 
being made.

0

50

100

1st 2nd 3rd 4th
Qtr Qtr Qtr Qtr

....
NO

....
NO

$$$$
MAYBE

Things to be Aware of in Constructing Charts and Graphs
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     Figure 3.5:  Example Pie Chart and Bar Chart
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Rate of Response for Salary Survey

50%

GUIDELINES

Non-respondents
followed-up

Non-respondents
not followed-up

Questionnaire
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Figure 3.5 shows an
example of a 
completed pie and
bar chart.

Figure 3.5 shows an
example of a 
completed pie and
bar chart.

Type of Data: Nominal or categorical

Uses: Comparing proportions
To provide a general picture or overview of the situation

Guidelines: Begin at “12:00” and read clockwise
Area = 100%
5 or 6 sectors are ideal
Use different charts when comparing several groups

Cautions: Difficult to determine precise size of sections but relative
size is easy to judge
Keep flat or on one dimension.  Three dimensional pie
charts give misleading comparisons
Make certain that the reader is able to judge the angles
and areas
Place numerical values in the diagram since there is no
scale axis
If using different colors and patterns, go from dark to light
Seldom any reason to “explode” more than one sector

Type of Data: Nominal or categorical

Uses: Simple to draw and read
Use absolute or relative (%)
frequencies

Guidelines: Space between bars indicate discreteness
Gaps between bars;  bars wider than gaps
Grid lines help with comparisons
Place horizontal when variable value labels
are long or there are many variables
Order of bars;  go long to short (top down or left right)
Grouped bar charts;  only show two or three categories
Overlapping bars;  put categories with shortest bars
up front in lighter shading

Cautions: Use stacked bar charts sparingly. The size of the 
categories are difficult to read
Overlapping bar charts work only when a category
has shorter bars throughout

Constructing a Pie Chart

Constructing a Bar Chart
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     Figure 3.6: Example Histogram and Frequency Polygon
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Ages of Hourly Workers in Plan C
Total = 11586
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GUIDELINES
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Figure 3.6 shows an
example of a completed
histogram and
frequency polygon.

Figure 3.6 shows an
example of a completed
histogram and
frequency polygon.

Type of Data: Continuous (interval or ratio)

Uses: Can show absolute values or relative frequencies 
(percentages)

Guidelines: Place data in a table first for easy reference
If data points are numerous, compress into larger classes
X-axis represents class boundaries or name of class
With classes of equal size, the base of each bar is
equal width
If classes are different in size, base of each bar should
be proportional
In some situations it is OK to use open-ended classes --
when not sure of beginning or ending or there is none

Cautions: If you are comparing different subgroups, use more than
one histogram rather than a stacked histogram
If the variation is limited, it is difficult for the reader to
see the size of the differences

Type of Data: Continuous (interval or ratio)

Uses: Alternative to a histogram
Smoothes out the look of a
histogram when the bars change
dramatically
Useful in comparing two or three variables;  in place
of grouped bar charts
Can represent percentages

Guidelines: Conceptually;  connect to the mid points of the
various bars of a histogram
If showing two groups on the same chart, use a dotted
line for one and a solid line for the other

Cautions: When the first or last class value is a large number, 
beginning or ending the class category at zero distorts the
appearance of the class value.  In such cases, DO NOT
use a frequency polygon.

Constructing a Histogram

Constructing a Frequency Polygon
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     Figure 3.7:  Example Line Graph and Area Chart
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GRAPHING DATA
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Figure 3.7 shows an
example of a completed
line graph and area
chart.

Figure 3.7 shows an
example of a completed
line graph and area
chart.

Type of Data: Continuous (interval and ratio)

Uses: Show development over time
Shows the whole as well as its parts

Guidelines: Use patterns or shading to distinguish the
different areas
Clearly state what each area represents
If possible write legends directly in the areas
Use brackets outside and to the right to improve clarity

Cautions: In an area chart, it is easy to see value for the
lower part.  However, if the lower part varies
greatly, it is difficult to determine the values of
the other parts

Constructing An Area Chart

Type of Data: Continuous (interval and ratio) 

Uses: Emphasizes development patterns
Provides clear picture for comparing changes
over time

Guidelines: Time series values usually relate to periods
(years, quarters, months, etc)
For clarity, use ‘ticks’ to separate the periods
Horizontal and vertical grid lines can be used
to help with judging gradients and read levels
The chart ‘frame’ should be large enough to
provide space between the data and the frame
Legend should not interfere with the graph
Use symbols to mark lines sparingly
Explain any abbreviations used in the chart

Cautions: A line chart becomes difficult to read if it has
too many lines, particularly if they intersect

Constructing a Line Chart
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     Figure 3.8:  Example Scattergram and Choropleth Map
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GRAPHING DATA
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Type of Data: Continuous (interval or ratio)

Uses: Shows how two variables co-vary
Also called scatterplot or scatter diagram

Guidelines: Relationship is between two quantitative variables
Scale the X & Y axes so the data fills the whole plot area
Axes must be in proportion to variations in the variables
Shows relationships, not levels, so it is not necessary
to begin at zero

Cautions: When displaying more than one variable and there are
many dots, it is better to draw several smaller charts

GRAPHING DATA

GUIDELINES
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Figure 3.8 shows an
example of a completed
scattergram and
choropleth map.

Figure 3.8 shows an
example of a completed
scattergram and
choropleth map.

Type of Data: Continuous (interval or ratio) 

Uses: Good for showing ratios such as
proportions, intensities, and averages
for areas
Ratio is divided into classes and represented
by color, shading, or patterns
Also known as “hatch maps” or shaded maps

Guidelines: Make sure shading and patterns are distinguishable
Too much detail can provide a poor overview
Don’t use borders around areas
For small areas with a lot of detail, lift from main
map and prepare an enlarged map with the
relevant data

Cautions: Large areas can be over-represented -- they
visually dominate the map
Do not use for showing absolute numbers 
Great degree of subjective elements go into the
production of such maps

-

-

-

--

-

-

-

- -

-

-

- -

-

-

-

-Constructing a Scattergram

Constructing a Choropleth Map
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Identifying Information            Parts
Table Number Double Line
Table Title Single Line
Box Head Column Heads
Stubhead Row Stubs
Source Note Body (data)
Significant Notes

3-22

NOTES AND SUPPLEMENTAL INFORMATION

GRAPHING DATA

Figure  3.9:  The Parts of a Table

The parts that make 
up a table include:

GUIDELINES

Table 2.3
   

Number of Injuries in Last Ten Years

Men

Population

Women

87    88    89     90     91     92     93    94*     95     96     97

YEAR

33 29 16 18 18  17   16   13    9      8     5 182

12   9   7   9   9    5     6     5    4      4     3   73

45 38 23 27 27  22   22   18  13    12     8 255

Source:  OSHA Reports for 1987-1997

Note:    *OSHA training plan implemented IN 1994

Total

Table number

Table title

Double line

Box head

Stubheads

Column
heads

Body

Source note

Significance note

Row  stubs

TOTAL

Single lines
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Figure 3.9 shows 
the parts of a table.

Figure 3.9 shows 
the parts of a table.

DEFINITION: A systematic array of words or numbers presented in rows and 
columns.

USED TO: Explain several data entries, reduce the amount of discussion
needed in the text, and to show more clearly relationships of data.

       RULES OF TABLE CONSTRUCTION

Order

Order the rows and columns in a way that will make sense to the reader
Put the largest row first or order data consistently - past, present, to future

Rounding Rules (Two digits)

People do not understand more than two digits
More than two digits are not justified statistically
Accuracy beyond two digits is not usually necessary

Summaries

It is important to summarize rows and columns to provide a standard 
for comparison

PARTS OF A TABLE

Table number - for easy identification and referencing in the text
Title - clear and brief description of the subject of the table
Body - entries in the table
Stubhead - names of rows
Column head - names the column
Notes - source notes, general notes, and specific notes

CONTENT OF TABLES:

If items consist of words; capitalize only the first word, keep short

(use symbols and abbreviations if possible), align to the left
If items consist of numbers; align whole numbers to the right, align 
numbers with decimals points on the points
If items consist of numbers and words; align the items on the left
If items contain dollar amounts; align right or on the decimal point, use the 
dollar sign ($) only before the first amount and before the total amount
If the figures in a column represent percentages;  type a percent sign (%) 
directly after each figure unless the column heading clearly indicates 
the figures are percentages

Constructing a Table
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DESCRIPTIVE STATISTICS

Table 4.1: Descriptive Statistics Selection Guide

Characteristic 
of Interest

Unordered Qualitative
Variable

(nominal measurement)

Ordered Qualitative
Variable

(ordinal measurement)

Quantitative Variable
(interval or

 ratio measurement)

Summary Measures
(Organize)

Central Tendency
(Location)

Dispersion
(Spread)

Correlation
(Association)

Frequency
Percent
Cross-Tabs
Pie Chart*
Bar Chart*

Mode

-----

Cramer’s Coefficient

Frequency
Percent
Cross Tabs
Scattergram*

Mode

-----

Scattergrams
Spearman’s Coefficient

Frequency
Percent
Histogram*
Frequency Polygon*
Line Graph*
Area Chart*
Scattergram*
Choropleth Map*

Mode
Median
Mean
Z-Score

Range
Interquartile Range
Standard Deviation

Scattergrams
Pearson’s Coefficient

*See Section 3-- Graphing Data
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Introduction

Descriptive statistics techniques are useful in helping a performance
analyst to organize and summarize data.  Descriptive statistics are particularly
useful when there are large amounts of data that need to be interpreted.

For example, suppose a performance analyst administers a questionnaire
to 75 materials handlers working in the transportation department of a large
factory.  The purpose of the questionnaire is to obtain information about
accidents over the past 12 months.  The answers on the questionnaire can
be analyzed using descriptive statistics to answer questions such as: “What
is the typical number of accidents for the workers?”  Or, “How does this
group’s accident rate compare to national norms for materials’ handlers in
similar industrial settings?”

Descriptive statistics techniques that you are already familiar with are
graphs, percentages and averages.  Below, these and other techniques are
discussed.

Using Descriptive Statistics

Descriptive statistics are used to organize and summarize data from
both populations and samples.  Technically, statisticians use the term
parameter to describe a statistical value from a population.  When a value
is based upon sample data, it is called a statistic.  Often, people call both
values statistics.

There is another convention that most statisticians follow to differentiate
between descriptive statistics used for population data versus sample data.
It has to do with symbols.  For instance, the upper case “N”  and lower case
“n” are used to represent the number of cases in a set of data.  For example,
N = 100 for a population and n = 10 for a sample of the population.

A final concern in using descriptive statistics has to do with scales of
measurement.  Performance analyst use a number of methods to collect data:
document analysis, observations, focus group interviews, one-on-one
interviews, questionnaires, etc.  Different methods yield different types of data.
The data can be classified according to scales of measurement -- the process of
assigning numerals to the characteristics of people, things, or events using a set
of rules.  This in turn, impacts the type of statistical techniques that are used
with the varying scales of measurement.

✓   Nominal measurement ➔   naming or labeling data
✓   Ordinal measurement ➔    rank order data
✓   Interval measurement ➔   data with equal distance between numbers
✓   Ratio measurement ➔ data with equal distance between numbers

and an absolute zero

Table 4.1 is a selection
guide for descriptive
statistics covered
in this section.

Table 4.1 is a selection
guide for descriptive
statistics covered
in this section.

Descriptive statistics
summarize data.

A percentage is a
descriptive statistic.

An average is a
descriptive statistic.

A pie chart is used to
present frequencies
of data -- a descriptive
statistic technique.

4-3

See Section 2 for
further reading about

‘population’ and
‘sample’.
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SYMBOLS

Population        Sample

N

llll l

fx

P or %

3

∑X

X2

XY

Xi

σ

MO

MD 

R

Q

SD or ∑∑∑∑

P

P2

Φ 2

n

llll l

fx

p or %

3

∑x 

x2

xy

xi 

σ

mo 

md

R

q

s

r

r2 

s2

MEANING

number of elements in a set

tally marks

frequency of variable “X”

percentage

summation sign

sum of values of a variable named “x”

square a value “x”

multiplication of value x and y 

value of the i th  element in a set 

square root

mode

median

arithmetic mean

range

interquartile range

standard deviation

coefficient of correlation 

coefficient of determination 

variance

Figure 4.1:  Important Statistical Symbols

X or ΦΦΦΦ
_

x
_
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Computations

 Most researchers and performance analysts recommend that users of
statistics have some familiarity with the mathematical formulas and
computations necessary to calculate basic statistical formulas.  On the
following pages you will find basic statistical formulas and illustrations using
small sets of data.  Also,  reference the texts listed below in the section
Further Readings.

Access to computers has greatly reduced the burden on users of
statistics.  Computerized statistical software packages enable analysts to
enter data, select the statistics to be computed, and get answers almost
immediately without looking at the formulas and processes involved in the
computations.  The major statistical software packages which have versions
for micro and lap-top computers are: IBM Scientific Subroutine Packages,
Minitab, Statistical Analysis Systems (SAS), and Statistical Package for the
Social Sciences (SPSS).

A cautionary note.  The speed and ease of using statistical software
packages makes possible for the basic level user to perform complex statistical
procedures almost effortlessly.  The concern is using procedures which are not
fully understood by the needs analyst resulting in inappropriate analyses and
incorrect interpretations of data.  If a performance analyst does not understand
the assumptions, conditions of use, and interpretation of the statistical
procedures being used, DO NOT use the procedure.  Or, seek consultation and
technical assistance from a statistical consultant.

Further Readings

Kirk, R.E.  (1990).  Statistics: An introduction, (3rd ed.).  Fort Worth, TX:
Holt, Rinehart, and Winston.

Holcomb, Z. C.  (1998).  Fundamentals of descriptive statistics.  Los Angeles,
CA: Pyrczak.

Pyrczak, F.  (1995).  Making sense of statistics: A conceptual overview.
Los Angeles, CA: Pyrczak.

Rosenfeld, R.  (1992).  The McGraw-Hill 36-hour business statistics course.
New York, NY: McGraw-Hill.

.
Figure 4.1 lists the 
statistical symbols 
and their meanings 
as used in this section. 

Figure 4.1 lists the 
statistical symbols 
and their meanings 
as used in this section. 

4-5
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 Figure 4.2: Frequencies and Percentages  

To what extent are you involved in identification of 
safety violations?

A) Not involved

B) Conduct detailed safety audits

C) Rely on managers’ identification of safety problems

D) Assist senior safety officers to conduct analysis

E) Other

  ////    /

////  ////  ////  ////  //

////  ////

////  ////  ////  //

  ///

Tally Marks                      fx 

fA = 6

fB = 22

fC =10

fD =17

fE = 3

                   Total       n = 58

fx tally or count of X where X =  variable (type of subject or case)=

fx %

A

B

C

D

E

fA  = 6

fB =22

fC =10

fD =17

fE =   3

n = 58

6
58 X  100  = 10.3%

22
58 X  100  = 37.9%

10
58 X  100  = 17.2%

17
58 X  100  = 29.3%

3
58 X  100  = 5.2%

FREQUENCIES:

PERCENTAGES:

P where
fx =  frequency of a class

n =  total number of scores
 =

fx
n x 100

P =

P =

P =

P =

P =
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Frequencies, Percentages, and Cross-Tabs

When a performance analysis study produces large amounts of data,
procedures are needed to summarize and depict the data so they are more
readily comprehended. Techniques commonly used are frequency
distributions, percentages and cross-tabs.

Frequency:

Definition: The number of subjects or cases stated as absolute
numbers.  Its symbol is f.  Note that the f is italicized.

Characteristics: It is most often used to describe the number of subjects or
cases in subsets of a population or sample.  For example,
to describe how many workers  in a company are hourly
workers.  Or, how many were absent last month due to
work-related accidents.

When to Use: With any set of raw data as a quick indicator of the 
subcategories of data.  Often, frequencies are presented
in data tables or graphs as the first descriptive statistics
reported. 

Percentage:

Definition: Represents the number of subjects or cases per 100 that
have a certain characteristic.  Its symbol is P or %.  Note
that the P is not italicized.

Characteristics: Percentages convert frequency counts to a standard metric.
Percentages are very useful in comparing one subgroup with
another.  For example, If we are told 12% of the workers in a
company are managers, we know that for every 100 workers,
12 are managers.  Similarly, if 67% are hourly workers, we
know that for every 100 workers, 67 are hourly.

When to Use: Percentages are very useful in presenting categorical data.
They are also helpful when comparing two or more groups
of different sizes.  In reporting percentages, it is useful to
also report the underlying frequencies.  Percentages can
be mis-leading if not reported with the frequencies they
represent.

Figure 4.2 shows 
how  to calculate 
frequencies and 
percentages.

Figure 4.2 shows 
how  to calculate 
frequencies and 
percentages.

fx tally or count of X where X =  variable ( subject or case)=

P where
fx =  frequency of a class

n =  total number of scores
or %  =

fx
n x 100

4-7
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      Figure 4.3:  Cross-Tab Analysis

Data with Two Categorical Variables

Name Gender Position Name Gender Position

1  Jackson
2  Holcomb
3  Smith
4  Ellis
5  Wills
6  Goldman
7  Abdel
8  Sanchez
9  Pollard
10   Jordan
11  Pickering
12  Bond
13  Stonge

M
M
F
M
M
M
M
M
M
F
F
F
F

S
H
S
S
H
H
H
H
H
S
S
S
S

14  Rinker
15  Bertrand
16  Catterly 
17 Moenich
18 Adams
19 Sayer
20 Trout
21 Cappeletti
22 Oshasha
23 Sands
24   Stone
25 Winfred

F
M
M
M
M
M
M
F
F
F
F
F

S
S
H
H
H
H
S
H
H
S
S
H

H = Hourly Position
S = Salary Position

2 X 2 Frequency Table:  Cross-Tabulation of 25 Employees

GENDER

F

M

Position

Salary Hourly

////  ///        ///

////            ////  ////

8 3

4 10

Sort employees by making a mark in the appropriate cell.
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Displaying Frequencies and
Percentages:

Both frequency and percentage data are often depicted graphically.  Pie
charts, bar charts, histograms, and frequency polygons are the most commonly
used graphics to depict frequencies and percentages.  Guidelines for
using these graphics are presented in Section 3 titled Graphing Data.

Cross-Tab Analysis:

Definition: Summarization in a table format of a set of categorical data
consisting of two or more variables, with each variable
having two or more categories.  Also called cross-tabulation
or contingency table.

Characteristics: Each cell in a table contains the number of responses in
the appropriate cross-classification.  The data are mutually
exclusive -- that is each individual measure can go in only
one cell.  Association between variables is observed by
examining the patterns of frequencies in the individual cells.
It is sometimes helpful to note the frequencies in cells as
percentages.  The sum of the percentages in all of the cells
would equal 100%.

Often such tables are used with dichotomous variables --
that is, variables measured using two nominal identifiers
such as male/female, salary/hourly, technical 
training/academic training, etc.  Dichotomies also arise
when people are asked yes/no questions.

When to Use: For breaking data down into subgroups to analyze two or
more variables at the same time.  As an example, if we
wanted to know how gender varied for salary versus hourly
workers, we would create a 2X2 cross tab table with gender
(male/female) as the rows and worker type (salary/hourly)
as the columns.

Figure 4.3 shows 
how  to carry out a 
cross-tab analysis

Figure 4.3 shows 
how  to carry out a 
cross-tab analysis

WORKER TYPE

Salary Hourly

Gender
M

F

9

3

87

145

4-9

See pages 22 and
23 in Section 3

on Graphing Data
for guidelines on

constructing a table.
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      Figure 4.4:  Calculating the Mode, Median and Mean

MEAN:  An Average

Scores: 7, 15, 7, 10, 5, 13, 12, 11, 2, 8,  5,  5

Find the sum of the scores: 7+15+7+10+5+13+12+11+2+8+5+5 = 100

Count the number of scores: 12

Compute the Mean by dividing
the sum of scores by the number  100/12 = 8.33 
of scores:   

THE MEAN

Scores: 7, 15, 7, 10, 5, 13, 12, 2, 11, 8,  5,  5

Place scores in order: 2, 5, 5, 5, 7, 7, 8, 10, 11, 12, 13, 15

Find the middle score.  If there
are an even number of scores, 2, 5, 5, 5, 7, 7, 8, 10, 11, 12, 13, 15
then you must used the middle
two scores to determine the median:

Compute the Median:

MEDIAN:  The middle point in a distribution

6

THE MEDIAN

1 6 1

7 + 8
2

15
2

= = 7.5

Scores: 7, 15, 7, 10, 5, 13, 12, 2, 11, 8,  5,  5

Place scores in order:  2, 5, 5, 5, 7, 7, 8, 10, 11, 12, 13, 15

Find the score that is repeated
the most often. 2, 5, 5, 5,  7, 7, 8, 10, 11, 12, 13, 15

The mode: 5

MODE:  The most frequently occurring score

THE MODE
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Measures of Central Tendency

It is often desirable to represent a set of data with a typical or
representative number.  Measures of central tendency condense a set of
numbers into one number that typifies the middle of the set.  Commonly
used measures of central tendency are the mode, the median, and the mean.

Mode:

Definition: The most frequently occurring individual value in a set of data.

Characteristics: Mode simply means “most popular.”  When data are
displayed in a bar graph, the bar with the highest frequency
count will be the mode.  Sometimes there are two “most
popular” numbers.  In such cases, the distribution of numbers
is called bi-modal.

When to Use: The mode is most useful when the numerical values in a set
are labels or categories -- that is, nominal scaled data. 

Median:

Definition: The middle point in a distribution of numbers when the data
are arranged in numerical order from low to high.

Characteristics: The arranged numbers in a set are counted individually.  If
there is an odd number of numbers, then the “middle value”
-- that is the number half-way from the low end and half-way
from the high end of the listing is the median.  If there is an
even number of numbers, the median is half-way between
the two middle values.  The median splits a set of data into
two equal-sized groups.

When to Use: It is best used with data sets with a few extremely high or
extremely low scores compared to the rest of the scores.

Mean
(Arithmetic Mean):

Definition: The sum of all of the values of the numbers in a set of data
divided by the number of individual values.

Characteristics: It is the most frequently used measure of central tendency.
It is commonly called the “average.”

When to Use: Best choice when data are more or less evenly distributed
from lowest to highest values and there are no extreme 
values.  Best used with interval or ratio scaled data.  

Figure 4.4 shows 
how  to calculate 
the mode, median, 
and mean. 

Figure 4.4 shows 
how  to calculate 
the mode, median, 
and mean. 

Md where X =  value of the middle 
         observation

= middle value X

Mo where fx =  frequency of a value   = highest occurring fx

where=X

n
Σ X i
i=1
n n  =  number of values

n
Σ X i = sum of all the values
i=1

4-11
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 Figure 4.5:  How  to Calculate Measures of Dispersion  

Number of Accidents on Assembly Line 
Over 20-Day Period

Day Accidents Day               Accidents

  1   7
  2 15
  3   5
  4 11
  5 16
  6 10
  7 13
  8   6
  9   9
10   8

11 12
12   7
13 14
14 15
15   6
16 14
17   4
18   7
19 11
20 10

Method #2: 
Find the range using lower and upper limits.  Although numerical scores often come in whole numbers, it is
reasonable to think that these numbers are used for a range of  possible scores.  For example, a time of  57
seconds represents all times between 56.5 seconds and 57.5 seconds.

To find the upper and lower limits of any two numerical scores, subtract half the unit of  measurement from
the lowest score and add half the unit of measurement to the highest  score.  So, for the lowest score 4
accidents, the lower limit is 4.0 - .5 = 3.5.  The upper limit score is 16 accidents, 16 + .5 = 16.5.

                           Range(R) =  Xu −    X L          where Xu =  upper limit  and  X L =  lower limit
=  16.5 - 3.5
=  13

CALCULATING THE INTERQUARTILE RANGE

      Step #1: Place the values in order from low to high
      Step #2: Divide the set of values into quarters or fourths
      Step #3: For the values in the middle 50%, subtract the lower value (X L)

from the higher value (Xu)

Interquartile Range (Q)  =  4 5 6 6 7     7 7 8 9 10     10  11  11  12  13     14  14  15  15  16
              25%                   50%                     75%

        =  13.5 -  6.5
        =  7

CALCULATING THE RANGE

Method #1:

range  = largest numerical value - smallest numerical value
= 16 - 4     
= 12

100 100
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Measures of Dispersion

Measures of dispersion are used to describe the amount of spread in a
set of data.  They describe how much a set of data varies.  Measures of
dispersion are also useful when comparing one set of data with another in
terms of their variability.  The three most frequently used measures of
dispersion are the range, the interquartile range, and the standard deviation.

RANGE:

Definition: Difference between the largest and smallest value in a set
of data.

Characteristics: Based upon the two most extreme scores. If the distribution
of scores is skewed (i.e., has large outlying scores), it is a
weak measure of dispersion.

When to Use: As a quick indicator to see how spread the data are or 
reported in conjunction with other measures of dispersion.

INTERQUARTILE RANGE:

Definition: The range of the middle 50% of scores or ranked data. If
all scores are put in order from low to high and the lower and
top 25% are ignored, the range of the remaining scores is the
interquartile range.

Characteristics: It is not as sensitive as the range to extreme values in a data
set.

When to Use: When data in a set have extreme values, use the interquartile
range.  Also, it is customary to use the interquartile range as
the measure of dispersion when the median is used as the
measure of central tendency.

Figure 4.5  shows 
how  to calculate the
range and the 
interquartile range.

Figure 4.5  shows 
how  to calculate the
range and the 
interquartile range.

R where   =  XL-
Xu =  upper limit number

XL  =  lower limit number

    Q  = of middle 50% of scores XL-

4-13
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Step #1: Count the number of cases   = N

Step #2: Sum the value of the cases  = 3  X

Step #3: Calculate the arithmetic mean  = 

Step #4: Find the deviation scores   
(mean - raw  score)  =

Step #5: Square each deviation score  = X2

Step #6: Sum the squared values
 (called sum of squares)  = 

Step #7: Divide the sum of squares by N, 
the number of raw scores

Step #8: Calculate the square root 
of the value

EMRA, 2000
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 Figure 4.6:  Calculating the Standard Deviation

Accidents

(X)
Deviations 

(      )=

Deviation
Squared

            16   6     36
            15   5     25

15   5     25
14   4     16
14   4     16
13   3       9
12   2  4
11   1  1
11   1  1
10   0  0
10   0  0
  9  -1  1
  8  -2  4
  7  -3  9
  7  -3  9
  7  -3  9
  6  -4      16
  6  -4      16
  5  -5      25
  4  -6      36

   Ν  = 20

ΣX =  200
Σx2  = 258

Arithmetic mean  =        =  ΣX
N

=  200
20

=  10

SD
Σx2

N
258

20

12.9
3.59= = = = 

SD  =  
Σ Σ Σ Σ x2

 N

X

X-X

Σ x2

X-X x (x2)

X
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STANDARD DEVIATION:

Definition: The average of the deviations of a set of scores from their
mean score.  It measures how much scores differ from the
mean score of their group.

Characteristics: It is the most popular measure of dispersion.  The more
spread out scores are from their mean score, the larger
the standard deviation.  It has special meaning when
considered in relation to the normal curve.  Generally, 
if a set of scores is normally distributed, about two thirds
of the scores will be within one standard deviation on both
sides of the mean.

When to Use: When the mean is reported, it is common to also report the
standard deviation.

Correlation

Correlation deals with the extent to which two variables are related
across a group of people, objects, or events.  A variable is a characteristic
or trait on which people, objects or events differ or vary.

For example, workers vary in the amount of formal education they have
completed.  Also, people vary in how much money they earn working.  Are
formal education and money earned related?  Often, yes.  Workers with more
formal education earn more money working.  Therefore, we can say that there
is a direct positive relationship between the two variables.

However, we know there are exceptions.  Some people with very little
formal education make more money working than some people with much
formal education.  All of us have heard stories of the high-school drop out who
earns $200,000 per year in his/her construction business and the high school
teacher with a masters degree earning $25,000 per year.  The number and
size of the exceptions are important in describing the relationships between
two variables.  Below are two methods for describing relationships between
two variables -- scattergrams and the Pearson product-moment
correlation coefficient.

whereSD  =

ΣX2 =  sum of squares of individual
             deviation from mean

N =  number of itemsσ N

ΣX2
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Figure 4.6 shows 
how  to calculate the
standard deviation

Figure 4.6 shows 
how  to calculate the
standard deviation

34% 34%

-1 +1

68%
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 Figure 4.7:  Creating a Scattergram

Hours of OJT

X variable

Monthly Accidents

Y variable

Employee A 16 2
Employee B 5 7
Employee C 9   6
Employee D 2 10
Employee E 12 3
Employee F 19 2
Employee G 11 5
Employee H 7 8
Employee I 13 4
Employee J 3 7

Hours of On-The-Job Training 
and Monthly Accidents 
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Scattergrams:

Definition: A graphical depiction of the relationships of two variables.
Also called scatterplot or scatter diagram. 

Characteristics: It yields a picture on a two-dimensional grid that helps the
needs analyst see how two variables relate to each other.
In looking at a scattergram, one of three general patterns
will emerge.  If the pattern of marks (e.g., dots) on the grid
are along an imaginary line that slopes upward from left to
right, there is a positive correlation.  In such cases, high
values or scores on one variable tend to be high on the other
variable and low values on one variable tend also to be low
on the other.  If the pattern of marks (e.g., dots) on the grid
are along an imaginary line that slopes downward from left
to right, there is a negative correlation. In such cases, high
values or scores on one variable tend to be low on the other
variable and low values on one variable tend to be high on
the other. If the pattern of marks (e.g., dots) is random on
the grid, there is zero correlation.  In such cases, there is
no regular pattern in the relationships between the values of
the variables.  The following scattergrams depict positive,
negative, and zero correlation.

When to Use: Constructing and looking at a scattergram is the first step in
correlation analysis.  It gives you an indication if there is an
apparent relationship between two variables.

A Word of CautionA Word of CautionA Word of CautionA Word of Caution! Establishing a correlation between two variables DOES NOT

mean that a causal relationship has been established.
In short, merely observing or even suspecting that one
variable is positively or negatively correlated with another
does not mean that causation is warranted.  Consider the
hypothetical that workers who are more receptive to taking
orders from supervisors get more paid overtime work.
Although a positive relationship was found, there could be
several causal explanations.  For instance, those who get
overtime may know the supervisors on a personal basis, that
is, be their friends.  Or, overtime may be on the basis of
seniority.  Workers with more seniority may be older 
employers, and part of a work culture that is conditioned to
“taking orders from supervisors.”  Other explanations
are plausible.

Figure 4.7  shows 
how  to construct a 
scattergram.

Figure 4.7  shows 
how  to construct a 
scattergram.

In order to determine a
cause-and-effect
relationship between
associated variables, a
controlled experiment is
needed in which
variables are treated
differently to see  what
relationships emerge.

4-17

Positive Correlation Negative Correlation Zero Correlation

See pages 20 and 21 in
Section 3 on Graphing Data

for guidelines on constructing
scattergrams.
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 Figure 4.8:  Calculating the Pearson Product-Moment 
                       Correlation Coefficient

A 16     2 256     4 32
B   5     7   25   49 35
C   9     6   81   36 54
D   2 10     4 100 20
E 12     3 144     9 36
F 19     2 361     4 38
G 11     5 121   25 55
H   7     8   49   64 56
 I 13     4 169   16 52
J   3     7     9   49 21

N=10 ΣΣΣΣX=97     ΣΣΣΣY=54        ΣΣΣΣX2=1219   ΣΣΣΣY2=356      ΣΣΣΣXY=399

Employee Hours OJT
X

Accidents
Y X2 Y2 X*Y

r = 
[NΣX 2    ( ΣX)2 ][NΣY2       ( ΣY)2 ]

NΣXY    (ΣX)(ΣY)

r = 
[(10)(1,219)    ( 97)2 ][(10)(356)    (54)2 ]

(10)(399)    (97)(54)

r = -1248
 1338

= .93

WHAT CAN BE CONCLUDED

This is a very strong negative correlation.  It should be noted that most correlations will
not be this strong.  Based on the negative correlation coefficient, we can say that in
most cases, the more hours an employee spends receiving on-the-job training, the
fewer accidents the employee will have per month.

It is important to note that just because we have established a strong correlation, it
does not necessarily mean that a causal relationship has been established.  In order
to determine cause-and-effect, an experiment is always needed.

r = 
[12190 - 9409][3560 -2916 ]

3990    5238
=

[2781][644 ]

1248

1790964

1248

=
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Pearson Product
Moment Correlation
Coefficient:

Definition: Indicates the degree of linear association of two numeric
variables.  Represented by the letter r.    

Characteristics: The correlation coefficient has a possible range from -1 to +1.
The sign of ther  represents the direction of the association.
Positive (+) for a direct association and negative (-) for an
inverse association.  A value of +1 or -1 indicates a perfect
linear relationship between two variables.  A + or - correlation
close to zero (0) indicates littler or no correlation.  It is a
widely used statistic and often is cited in needs analysis
studies.

When to Use: It is useful for summarizing the direction and strength of the
association between two variables.  The Pearson r  is used
for variables measured using a continuous scale -- interval or
ratio data.  The relationship between the two variables needs
to be roughly linear, that is follow a straight line.  If the data
yield a pattern that overtly curves, it is NOT a good statistic to
use.  It is best to produce a scattergram to visually detect
whether or not the data are more linear or curvilinear (that is,
follow a straight line pattern or a curved line pattern).

Interpreting the
Pearson r: The Pearson r is NOT a proportion.  It cannot be multiplied by

100 to obtain a percentage.  A Pearson r = .60 does not
convert to 60%.  To convert correlation to percentages, it is
necessary to convert a Pearson r to the coefficient of
determination.  Its symbol is r² and is computed simply by
squaring the value of r.  Therefore, the coefficient of 
determination for r = .60 is r² = (.60)² = .36 or 36%.  Simply
stated, the coefficient of determination tells us how much of
the variance between two variable is accounted for.  For r =
.60, 36% of the variance between two variables (that is,
correlation) is accounted for.  The Figure on the next page
shows corresponding coefficients of determination
for various values of Pearson r.

.

Figure 4.8 shows 
how  to calculate the
Pearson 
product-moment 
correlation coefficient.

Figure 4.8 shows 
how  to calculate the
Pearson 
product-moment 
correlation coefficient.

4-19

r = 
[NΣX 2    ( ΣX)2 ][NΣY2       ( ΣY)2 ]

NΣXY    (ΣX)(ΣY)

where

∑x   =   sum x scores
∑y   =   sum y scores
∑xy =   sum (x)(y)scores

∑x2   =   sum (x)(x) scores
∑y2   =   sum (y)(y) scores
   N   =   number of paired 
              scores

DESCRIPTIVE STATISTICS
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 Figure 4.9:  Approximate Interpretation of Correlation 
                       Coefficient Ranges

Correction Value                      Approximate Interpretation

- 1.0

-.8 to -1.0

-.6 to -.8

-.4 to -.6

-.2 to -.4

+.2 to -.2

+.2 to +.4

+.4 to +.6

+.6 to +.8

+.8 to +1.0

+1.0

Perfect negative correlation

Very high degree of negative correlation

High degree of negative correlation

Medium degree of negative correlation

Low degree of negative correlation

Probably no correlation

Low degree of positive correlation

Medium degree of positive correlation

High degree of positive correlation

Very high degree of positive correlation

Perfect positive correlation
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Alternative
Formulas: For rank level data (ordinal scaled measures) the 

recommended correlation coefficient is the Spearman
Rank Correlation Coefficient.  For dichotomous or 
qualitative data (nominal scaled measures) use Cramer’s
Measure of Association.  These formulas and examples
of their applications can be found in most basic statistics
books as well as statistical software packages.

A Final Word on Descriptive Statistics

Descriptive statistics is the branch of statistics that involves summarizing,
tabulating, organizing, and graphing data for the purpose of describing a
population or sample of people, objects, or events that have been observed
or measured.  In choosing the proper descriptive statistic, a performance
analyst must consider the nature of the measures taken and the purpose for
taking the measures.  When in doubt, it is best to reference a basic textbook on
statistics and to seek the advice of an expert.

4-21

Figure 4.9 provides 
guidelines for interpreting 
a range of correlation
 coefficient.

Figure 4.9 provides 
guidelines for interpreting 
a range of correlation
 coefficient.

 rs  =  1 - 6 ∑D2

N2 - N
where

D = difference between a
subject’s rank on two
variables.

N = number of subjects

Spearman’s rs:

V  =

> X2

n(s-1)

Cramer’s V:

>

where

X2 = Chi-square

n  = number of observations
s  = smaller of the number

of rows or columns

DESCRIPTIVE STATISTICS
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INFERENTIAL STATISTICS

Number of
Samples

One-Sample

➤ One-sample Z-test for
a population proportion

➤ Chi-square goodness
of fit test

Unordered
Qualitative Variable

(Nominal Measurement)

Ordered
Qualitative Variable

(Ordinal Measurement)

Quantitative Variable
(Interval or Ratio
Measurement)

➤  One-sample Z-test for
a population proportion

➤  Chi-square goodness of
fit test

➤  One-sample t-test for
a mean

➤  One-sample t- and Z-tests
for a population correlation

Two 
Independent
Samples**

➤ Chi-square test ➤  Mann-Whitney U test

➤  Kolmogorov-Smirnov
two-sample test

➤  t-test for independent
samples

Two 
Dependent
Samples***

➤ McNemar test for
the significance of
changes

➤  Wilcoxon matched pairs
signed-ranks test

➤  t-test for correlated
samples

Multiple
Independent
Samples**

➤ Chi-square test for
K independent samples

➤  Kruskal-Wallis one-way
analysis of variance

➤  Analysis of variance

Multiple
Dependent
Samples***

➤ Cochran Q test ➤  Friedman two-way
analysis of variance

➤  Repeated measures 
analysis of variance

* Once the number of samples and level of measurement are determined, choose the proper inferential statistical 
test from the table.  Use one of the textbooks listed in “Further Readings” for a full explanation of the test.

** Independent Sample = selection of the elements in one sample is not affected by the selection of elements in
the other.  Example:  randomly choose from two populations or use random selection procedure to assign
elements from one population to two samples.

*** Dependent Sample = selection of the elements in one sample is affected by the selection of elements in the 
other.  Example:  repeated measures using the same subjects, subject matching, selecting pairs of business
partners, etc.

NOTE S  AND S UPPL E ME NTAL  INFOR MATION

Table 5.1: Inferential Statistics Selection Guide*
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Introduction

Inferential statistics are useful in helping an analyst to generalize the
results of data collected from a sample to its population.  As the name implies,
the analyst uses inferential statistics to draw conclusions, to make
inferences, or to make predictions about a given population from sample data
from the population.

For example, suppose a performance analyst administers a questionnaire
to 100 randomly chosen hourly employees from a population of 550 hourly
employees.  The purpose of the questionnaire is to obtain information about
preferences for work scheduling.  Seventy-three of the 100 surveyed employees
(73 percent) said they would prefer working 4 days for 10 hours over 5 days for
8 hours.  When the needs analyst reports that about 73% of all hourly
employees would prefer working a 4-day, 10-hour shift, the analyst is making an
inference from the sample.  In short, the analyst is making an estimate of the
population parameter.  The sample percentage is an estimate of the true
parameter percentage.

Using the above example -- let’s call it data from plant A.  An analyst might
be interested in comparing the plant A percentage with workers in plant B.  In
plant B, 100 randomly chosen hourly employees were administered the same
questionnaire.  The data indicate that 68 of the 100 surveyed employees would
prefer working 4 days for 10 hours.  There are 600 total hourly employees in
plant B.  As in the example above, the 68% is an estimate of the population
parameter.  Comparing the percentages from the two plants, involves a form of
hypothesis testing.

Estimating population parameters and hypothesis testing are two basic
ways that inferential statistics are used.  Any type of generalization or prediction
about one or more groups (populations) based upon parts of the groups
(samples) is called an inference.  Remember, the groups can be people,
objects, or events.

Inferential statistics techniques are not as familiar as descriptive
techniques to most people.  The most common techniques used in needs and
performance analysis studies are t-tests, analysis of variance (ANOVA), and
Chi-Square.  As with descriptive statistics, there are many types of inferential
statistics tests.  The variety is necessary to accommodate varying types of data
(that is, nominal, ordinal, interval and ratio scaled data), the size of samples,
and the number and relationships of the samples being analyzed.

Relationships of Descriptive and Inferential Statistics

To begin with, ALL population statistics are descriptive.  Technically, these
statistics are called parameters because they describe certain characteristics
of a population.  They summarize and describe relationships between
two or more variables.

Table 5.1 is a 
selection guide for 
inferential statistics.  

Table 5.1 is a 
selection guide for 
inferential statistics.  
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Parameters come

from Populations.

Statistics come

from Samples.

See page 3 in
Section 4 for

further information
about varying types

of data.
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Figure 5.1: Relationship of Descriptive Statistics to Inferential Statistics

INFERENTIAL STATISTICS

Population                           Sample                           Descriptive                       Inferential
Statistics                          Statistics

5,000 employees
need to be tested
using a performance
test

Analyst randomly
samples 500 employees
and gives them the test

Used to summarize 
the sample scores 
from the 500 employees

Based on descriptive statistics
use inferential statistics to 
estimate summary scores for 
the entire population of 5,000 
employees

NOTE S  AND S UPPL E ME NTAL  INFOR MATION

Figure 5.2:  The Logic of Hypothesis Testing

1) The XYZ company has an extensive and successful training program. The training director
is asked to provide training support for a new plant being built two miles down the road.

2)  One year into providing training for the new plant, training personnel complain that the
workers in the new plant are bored with training and always seem ahead of the 

instruction, no matter the subject matter or method of delivering the instruction.

3) After much searching for an explanation, the training personnel reach a consensus on the
following: “It is just seems that we are dealing with a much more highly educated group of
workers in the new plant.”

4) This statement is translated into the following statement of conjecture: “We bet the group of
workers in the new plant has more years of formal education than the group in the old
plant.”  The training director says:  “Let’s test the idea.”

5) The data gathering budget is limited, so it is decided that only 500 of the 5,000 employees
in the new plant and 500 of the 5,850 employees in the old plant can be interviewed about
their formal education.  What is really being called for is a test of a hypothesis.

6) The training group begins with the following statement:  “The average number of years of
formal education of the employees in the new plant is the same as the average number of
years of formal education of employees in the old plant.  This type of statement of belief is
known in statistical language as a null hypothesis.

7) It is a statement or belief about the value of population parameters.  In this case, the
average number of years of formal education of the workers in the new and old plants.

Continued on Page 5 - 6
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Similarly, when statistics are used to summarize and describe data from
one or more samples, they too are called descriptive.  Technically, these
statistics are called descriptive statistics because they describe certain
characteristics of samples.  They are NOT used to make generalizations, they
simply summarize the values from which they are generated.  The difference
between parameters and descriptive statistics is that descriptive statistics are
calculated using values from samples and parameters are calculated from
values from populations.  Both are used to describe a set of data.

When one wishes to generalize findings from a sample to a population,
inferential statistics are used.  By using samples that are just fractions or parts
of one or more populations, an analyst can make timely and relatively
inexpensive generalizations about large numbers of people, objects, or events.
In doing so, the analyst is estimating.  Comparing two or more estimates from
different populations or from sub-parts of a population involves hypothesis
testing.  Understanding hypothesis testing is central to using inferential
statistics.

The Logic of Hypothesis Testing

Often, analysts are searching for differences between people, objects, or
events and for explanations for the differences they find.  This is often done by
testing hypotheses.  A hypothesis is a statement about one or more
population parameters.  Such statements are either true or false.  The purpose
of hypothesis testing is to aid decision makers, including performance analysts,
to decide to accept or reject statistical findings from data obtained from sample
data.

Hypothesis testing is necessary because statistical values obtained from a
sample may be close to the actual population value, but they will not be exactly
the same.  This error is called sampling error.  Technically, sampling error
refers to the inherent variation between a score or value describing a
characteristic derived from a sample and the actual score or value of the
characteristic in the population from which the sample was drawn.  When the
error is due to chance or luck, the laws of probability can be used to assess the
possible magnitude of the error.

Returning to the example above, the sample data indicated that 73% of
the hourly workers in plant A and 68% of the hourly workers in plant B preferred
working 4 days for 10 hours.  This suggests that a higher percentage of workers
in plant A prefer the 4 day 10 hour option -- 73% to 68%.  Given that both
percentages were derived from samples, it is possible that the difference
obtained is due only to errors resulting from random sampling.  In other words,
it is possible that the population percentage for plant A workers and the
population percentage for plant B workers are identical and the difference
we found in sampling the two groups of workers is due to chance alone.

.
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Figure 5.1 shows the
relationships between
descriptive and 
inferential statistics

Figure 5.1 shows the
relationships between
descriptive and 
inferential statistics

Figure 5.2 walks you
through the logic of
a  hypothesis  test. 

Figure 5.2 walks you
through the logic of
a  hypothesis  test. 
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Figure 5.2:  The Logic of Hypothesis Testing (Continued)

INFERENTIAL STATISTICS

8) In hypothesis testing, belief in the validity of the null hypothesis continues unless
evidence collected from one or more samples is strong enough to make the 
continued belief unreasonable.

9) If the null hypothesis is found to be unreasonable, we deem it false.  Then, we accept that
an alternative hypothesis must be true.

10) In this case, the alternative hypothesis is that the average number of years of formal
education of the workers in the new plant is greater than the average number of years of
formal education of the workers in the old plant. Remember that the training group started
out believing the workers in the new plant have more formal education than those in the old
plant.  However, we made the converse assertion -- the formal education level of the
workers in the new and old plants would be the same.

11) We attempt to  “nullify”  this assertion.  In so doing, “the law of the excluded middle” is
applied. This means that a statement must be either true or false.  We do this because one
cannot directly prove that the formal education levels of the two groups is different.  We
cannot get at the question directly, but we can indirectly.

12) The null hypothesis is stated in an absolute form -- “no difference.”  We can prove or
disprove an absolute.  If disproved, the alternative is then plausible.

13) In our samples, we find the formal education level of the employees in the new plant is
greater than that of the employees in the old plant.  The null hypothesis test will tell us
whether the difference is due to random variability due to the samples selected or whether
there is a probability that the difference is real.

14) If it is real, with a degree of probability that we are satisfied, we accept the alternative
hypotheses and conclude that the average number of years of formal education of the
workers in the new plant is greater than the average number of years of formal education of
the workers in the old plant.

NOTE S  AND S UPPL E ME NTAL  INFOR MATION
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This possibility is known as the null hypothesis.  For differences between two
percentages, it says:

The true difference between the percentages (in the population)
is zero.

Symbolically, the statement is expressed as follows:

Ho: P1 - P2 = 0           where   Ho  is the symbol for the null hypothesis
P1   is the symbol for the population 

percentage for one group
P2     is the symbol for the population 

percentage for the other group

Other ways to state the null hypothesis are:

There is no true difference between the percentages.

The null hypothesis can also be stated in a positive form:

The observed difference between the percentages was created by
sampling error.

As stated above, often the analyst is searching for differences among
people, objects, or events.  Therefore, most performance analysis studies are
NOT undertaken to confirm the null hypothesis.  However, once samples are
used in a study, the null hypothesis becomes a possible explanation for any
observed differences.

 Performance analysts and decision makers will often have their own
professional judgment or hypothesis.  It is usually inconsistent with  the null
hypothesis.  It is called a research hypothesis.

Returning to the preferences for work scheduling example above, a
performance analyst may believe that there will be differences in the responses
of hourly workers in plants A and B on this matter,  However, the analyst is not
willing to speculate in advance which group of workers will be more or less in
favor of a change.  In research terminology, this is called a nondirectional
research hypothesis.

Symbolically, the statement is expressed as follows:

H1: P1 ≠≠≠≠ P2               where   H1   is the symbol for an alternative 
hypothesis which in this case is a
nondirectional research hypothesis

 P1   is the symbol for the population 
percentage for one group

 P2     is the symbol for the population 
percentage for the other group

.
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Sampling error is due
to the inherent variation
between an estimate of
some characteristic
computed from a
sample and the actual
value of the
characteristic in the
population from which
the sample was drawn.

Figure 5.2 continues
to walk you through
the logic of hypothesis
testing. 

Figure 5.2 continues
to walk you through
the logic of hypothesis
testing. 
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Figure 5.3: Steps of Hypothesis Testing

INFERENTIAL STATISTICS

STEPS FLOWCHART

As an analyst, you want to know if the new safety 
program is effective.  After the safety program, is the 
average number of accidents per day lower than before 
the implementation of the program?  

Null hypothesis: the mean numbers of accidents before 
and after the program are the same.

Alternative hypothesis: the mean number of accidents 
before the program is greater than the mean number of 
accidents after the program.  This is a directional 
hypothesis.

•Characteristic of data = independent samples &ratio data
•Number of groups = 2 samples = 30(days each), df = 58
•Selection of test = t test
•Directional hypothesis (H1: U1 > U2)
•Level of significance at .05
•Critical value = -1.675 (from a table for one-tailed t-test)

The difference is statistically significant at the .05 
level(t=-1.90, df = 58).  The safety program makes 
a difference, but is it practically significant?  The 
analyst will need to ascertain the cost-effectiveness
or other important attributes of the program.

If observed 
value < -1.675, 
null hypothesis 
is rejected.

EXAMPLE

STEP
1

Research
Question

STEP
2

STEP
3

STEP
4

STEP
5

Ho

Hi

Chi-
Square

t-test ANOVA

Categorical
Data?

Number of
Groups(n)

Setup critical values

Compute the statistic

Interpret the results

Prior to a new safety program, the average number of on-the-job accidents per day from 30 randomly
chosen days over a year was 4.5 with a standard deviation of 1.9 days.  To ascertain if the safety
program had been effective, the number of accidents was recorded for 30 randomly chosen days over
a one-year period after implementation of the safety program.  The average number of accidents
per day = 3.7 with a standard deviation = 1.3 days.

-1.675

Rejection
Area

Value of t test statistic = -1.90 (less than critical value
of -1.675).  Therefore, reject the null hypothesis.

t value  = mean before - mean after
standard error of the difference

between means 

t  = (3.7 - 4.5)
.4203 =  -1.90 
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On the other hand, what if the analyst knows in advance that plant B has
more female hourly workers with school-age children than plant A?  And
further, these workers have previously expressed a desire to be home with their
children after school, and working eight hours per day accommodates this need.
The analyst may want to hypothesize that fewer hourly workers in plant B will
want to change to a 4-day, 10-hour shift working day.  In this case, the analyst
would state a directional hypothesis.

H1: P1 > P2     where  H1   is the symbol for an alternative 
hypothesis which in this case is a 
directional research hypothesis

P1   is the symbol for the population 
percentage for the group hypothesized to
have a higher percentage (in this case
the hourly workers from plant A)

 P2     is the symbol for the population 
percentage for the other group (in this
case, the hourly workers from plant B)

Making Decisions About the Null Hypothesis

Inferential statistical tests about null hypotheses are designed to provide
a probability that the null hypothesis is true.  The symbol is a lower-case
italicized letter p.  For instance, if we find that the probability of a null hypothesis
in a given situation is less than 5 in 100, this would be expressed as p <<<< .05.
This means that it is quite unlikely that the null hypothesis is true.  We are not
certain, but the chances of the null hypothesis being true are less than 5 out of
100.  In needs analysis studies, when the null hypothesis is less than 5 in 100,
it is conventional to reject the null hypotheses.

Another way that social science researchers express the rejection of the
null hypothesis is to declare the result to be statistically significant.  In
reports, the analyst would say:

The difference between the percentages is statistically significant.

Or, if mean scores are being compared, the word “percentages” is replaced by
the word “means” to say:

 The difference between the means is statistically significant.

These statements indicate that the analyst has rejected the null hypothesis.  In
needs analysis studies, frequently the p value of less than .05 is used.  Other
common p values are:

p <<<< .01 (less than 1 in 100)

 p <<<< .001 (less than 1 in 1,000)

.

Figure 5.3 illustrates
the steps of hypothesis
testing.

Figure 5.3 illustrates
the steps of hypothesis
testing.

5-9



EMRA, 20005-10

Figure 5.4:  Meanings of Significance

INFERENTIAL STATISTICS
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The reporting of statistical significance is concerned with whether a
result could have occurred by chance.  If there is a probability that a
result is statistically significant, then the analysts must decide if it is of
practical or substantive significance.  Practical significance has to do
with whether or not a result is useful.

Statistical significance means that we have a value or measure of a variable that is either 
larger or smaller than would be expected by chance.

A large sample size often leads to results that are statistically significant, even though they 
might be inconsequential.

Statistical significance does not necessarily imply substantive or practical significance.

The meaningfulness of the attained level of significance, given that it must first be statistically 
significant, is best determined by key audiences, interest groups, and those directly impacted 
by a study.

In applied research situations, such as performance or needs analysis, practical significance 
means that there are effects of sufficient size to be meaningful.

There are no objective means to set a practical or substantive level of significance.  
Whether the level of outcome attained is important or trivial is arbitrary.

Before changes are made in programs, policy, etc., based on statistically significant data,
acceptable practical significance levels must be pre-stated.

The factors that are important in establishing practical significance can be many and varied.
Examples include:

Cost factors or dollar implications
Issues of disruptions caused by change
Social and political factors
Importance as viewed by interested groups

 St
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The Meanings of Significance

In the context of statistics, the word significance by itself refers to the
degree to which a research finding is meaningful or important.  The words
statistical significance, when used together, refer to the value or measure of
a variable when it is larger or smaller than would be expected by chance alone.
Statistical significance comes into play when the needs analyst is making
inferences about population parameters from sample statistics.

There is a concern that overrides statistical significance.  It has to do with
practical or substantive significance.  This occurs when a research finding
reveals something meaningful about what is being studied.  In short, it presents
a “so what” question.  A finding may be statistically significant, but what are the
substantive or program implications of the finding to the needs analysis study?

For example, suppose an analyst took a large sample of hourly workers
from a plant in California and one in Indiana.  In comparing the data, the analyst
finds that the average age of the California workers is 33 years and the Indiana
workers is 36 years.  If the samples were large and representative, this 3-year
age difference would be unlikely to be due to chance or sampling error alone.
It would be statistically significant.  However, it would be hard to find a reason
that a 3-year difference in age would have any practical or substantive
significance (meaning) about hourly workers in the two states.

It is important to note that if a statistical finding is not statistically significant
it cannot be substantively significant.  Also, it is important in needs analysis
studies to state prior to data collection and analysis the level of significance that
must be reached to be of practical or substantive significance.  In the case of
the California and Indiana workers, a 5 or 10 year age difference may be
meaningful if the older workers are nearing the age of retirement.

Computations

Most analysts will need some level of expert advice in carrying out studies
involving inferential statistics.  Reference the texts below and use the power
and speed of a statistical software package to input, process, and produce data.
If an inferential statistical procedure used is not fully understood, DO NOT use
the procedure.

Further Readings

Kirk, R.E.  (1990).  Statistics: An introduction, (3rd Edition).  Fort Worth, TX:
Holt, Rinehart, and Winston.

Hinton, P. R. (1996).  Statistics explained: A guide for social science students.
New York, NY: Routledge.

Pyrczak, F.  (1996).  Success at statistics: A worktext with humor.
Los Angeles, CA: Pyrczak. 

.

Figure 5.4 provides
explanations about
substantive and 
practical significance.

Figure 5.4 provides
explanations about
substantive and 
practical significance.

5-11



EMRA, 20005-12

Figure 5.5:  Confidence Interval:  An Example

INFERENTIAL STATISTICS

Suppose you work in Human Resources at a company. You plan to survey employees to
find their average days absent from work per year.  By random sampling,you chose 80
employees and observe the average days absent is 3.6 and the standard deviation is 0.65.

Are you sure that the average number of days absent is representative of the actual days
absent for the population?  You must consider the chance of committing an error by random
sampling. How can you estimate the margin of error?

Let’s use inferential statistics.  You are seeking a 95% confidence level.  That is, you want
to be confident with a certainty level of 95%.

STEP 1:  Identify all of the descriptive statistics information you have.

Sample  =  80
Mean =  3.6
Standard Deviation  =  0.65
Seeking a 95% confidence level

STEP 2:  Identify the z-value for the predefined confidence level.

In this case, the z-value =  1.96  (at 95% confidence level).

STEP 3:  Calculate the value of the margin of error.

Margin of Error  =  z-value

STEP 4:  Report the confidence interval by adding and subtracting the margin of error to
the mean score.

95 % confident that the population mean will be 3.6      0.14  =  3.46 to 3.74

NOTE S  AND S UPPL E ME NTAL  INFOR MATION

-1z

68%

-1.96z-2.58z +2.58z+1.96z+1z

95%

99%

sample number -1

standard deviation
=  1.96                      =  0.14  

0.65

79

+-

Remember, 
the sampling distribution 

 is normal in shape.  
The standard deviation 

of the sampling distribution 
is a margin of error.

To reduce the margin or error:  Use reasonably large samples and use unbiased samplingTo reduce the margin or error:  Use reasonably large samples and use unbiased sampling
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Point and Interval Estimates
 

A point estimate is a statistic that is computed from a sample.  It is an estimate
of a population parameter.  For example, in surveying a sample of workers in a
plant, the workers were asked their age in years.  The average (mean) age of
the sample was 33 years.  An analyst can conclude that 33 years is the best
estimate of the average age of the population; that is, the best point estimate of
what the average age would be if all of the workers had been surveyed.
 
A confidence interval is a range of values for a sample statistic that is likely to
contain the population parameter from which the sample statistic was drawn.
The interval will include the population parameter a certain percentage of the
time.  The percentage chosen is called the confidence level.  The interval is
called the confidence interval, its endpoints are confidence limits, and the
degree of confidence is called the confidence coefficient.
 
Returning to the average age of a sample of workers, the point estimate statistic
( the average or mean age) was 33.  Let’s assume we have calculated the
estimated standard error of the mean (SEM) and it equals 1.5.  We can then say
that 95% of the time the population mean will be between:

33.0 - (1.96 *1.5) and 33.0 + (1.96*1.5)
 

or
 

30.1 years of age and 35.9 years of age

The standard error of the mean (SEM) is calculated using a formula that
includes the standard deviation (SD) of the sample and the size of the sample
(n).  The formula is:

Why plus (+) and minus (-) 1.96?  Because 1.96 z equals 95% or (.95) of the
total area under the normal curve.  The “z” is the symbol for a z-score.  A z-
score is a simple form of a standard score.

The z-values and formulas for construction of confidence intervals for a mean
score for the confidence coefficient of 90%, 95%, and 99% are:

.

Figure 5.5 provides 
an example of how
to calculate a 
confidence interval.

Figure 5.5 provides 
an example of how
to calculate a 
confidence interval.

SD

n-1
SEM  =

5-13

.90 -1.655 and  +1.645

.95 -1.96   and  +1.96
 

.99 -2.575 and  +2.575

Confidence
Coefficient

Mean Scores
Confidence Intervals Formulasz-Values

-+X 1.645  

sd

n-1

-+X 1.96  

sd

n-1

-+X 2.575  

sd

n-1

(        )

(        )

(        )

See page 15 in
Section 4 for

further information
about Standard

Deviations.
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Since the t-test is  used to test the difference between two sample means for 
statistical significance, report the values of the means, the values of the standard 
deviations, and the number of cases in each group.  The results of a t-test can be 
described in different ways.  Examples include:

Example 1: The difference between the means is statistically significant.

               (t = 3.01, df = 11, p< .05, two-tailed test)

                                                                       or

The difference between the means is not statistically significant.

(t = 1.72, df = 13, p > .05, two-tailed test)

Example 2: The difference between the means is significant at the .05 level.

(t = 3.01, df = 11, two-tailed test)

or
For the difference between the means is not significant at the .05 level.

( t = 1.72,  df = 13, n.s., two-tailed test)

NOTE: abbreviation n.s. means not significant

Example 3: The null hypothesis was rejected at the .05 level

(t = 3.01, df = 11, two-tailed test)

 or
The null hypothesis for the difference between the means 
was not rejected at the .05 level

(t = 1.72, df = 13, two tailed test)
5-14

Figure 5.6:  Interpreting the t-Test
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THE t-TEST FOR INDEPENDENT SAMPLES:

mean score for sample 1

mean score for sample 2

sample 1 scores squared and summed

sample 2 scores squared and summed

sample 1 scores summed and total value squared

sample 2 scores summed and total value squared

number of scores in sample 1

number of scores in sample 2

Definition: A process for determining if there is a statistically significant
difference between the means of two independent samples.

Characteristics: Technically called Student’s t-Distribution because the
author who made the t-test, W.S. Gossett, used the pen
name “student.”  It is useful for interpreting data from small
samples when little or nothing is known about the variances
of the populations.  It also works well with large samples.  It
is a very robust statistical test.

When to Use: To make inferences about differences between two 
population means using samples from two populations.
The samples must be drawn from two populations or be
two independently drawn samples from the same 
population. Interval or ration data are required.

Figure 5.6 shows 
how  to interpret
the t-test.

Figure 5.6 shows 
how  to interpret
the t-test.
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Critical Values for the t-Distribution
       .05 level of significance          .01 level of significance

df one-tailed test      two-tailed test                          one-tailed test     two-tailed test

5 2.015 2.571 3.365 4.032
6 1.943 2.447 3.143 3.707
7 1.895 2.365 2.998 3.499
8 1.860 2.306 2.896 3.355
9 1.833 2.262 2.821 3.250
10 1.812 2.228 2.764 3.169
11 1.796 2.201 2.718 3.106
12 1.782 2.179 2.681 3.055
13 1.771 2.160 2.650 3.012
14 1.761 2.145 2.624 2.977
15 1.753 2.131 2.602 2.947

From: Hinton, P.R. (1996)  Statistics Explained:  A Guide For Social Science Statistics. New York,
 N.Y: Rantledge. p.307
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Table 5.2:  Portion of a t-Test Table
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THE t-TEST FOR DEPENDENT SAMPLES:

Table 5.2 displays 
part of the critical 
value distribution 
for the t-Test.

Table 5.2 displays 
part of the critical 
value distribution 
for the t-Test.
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t = 
∑d 2 (∑d )2

n
n(n - 1)

X1 X2 

where X1 =

X2 =

d
∑d 2

=

=

(∑d )2 =

=n

mean for sample 1

mean for sample 2

difference in any pair of scores

difference in pairs of scores squared and summed 

difference in pairs of scores summed and total value
squared

number of pairs of scores

df = n-1

Definition: A process for determining if there is a statistically significant
difference between the means of two dependent samples

When to Use: When all subjects contribute a score to both samples.
Such data are dependent or related.  Dependent data are
obtained when each score or value in one set of data are
paired with a score or value in another set.

USING A t-TEST TABLE:

Tables with critical values for the t-distribution can be found in most basic
statistical textbooks.  The numeric values in a t-table indicate the critical values
for t at different degrees of freedom for different levels of significance. In order
for a t-test value to be significant, the observed value must exceed the critical
value for the chosen level of significance.

A word about degrees of freedom.  Usually abbreviated “df”, it represents the
number of values free to vary when computing a statistic.  It is necessary to
interpret various inferential statistical tests. The various statistic tests
have clear rules for how to calculate df given the number of values free to vary
in each sample

INFERENTIAL STATISTICS



One-Way ANOVA: When two or more means are compared on a single variable using
ANOVA, this is called a one-way ANOVA.  For example, if the absentee
rate of salaried workers in three different manufacturing plants is compared
and the average (mean) number of days missed for the month of January
for the samples for each plant are:

Plant 1:

Plant 2:

Plant 3:

This involves one variable, absentee rate, and calls for a one-way ANOVA.

Two-Way ANOVA: In a two-way ANOVA (sometimes called a two-factor ANOVA) subjects are
classified in two ways.  For example, if the absentee rates from above are
broken out by gender, i.e., male and female, for plant 1 and 2, there would
be four mean scores.  For example:

This involves two variables, absentee rates and gender, and calls for a
two-way ANOVA.

The extension of ANOVA techniques to studies with three or more
variables classified in two or more ways is called multivariate analysis of
variance.  Such statistics require the gathering and analyses of complex
sets of data, and it is suggested that a statistical consultant be used.

The mean scores for such a study might look like the following:

X1  = 1.78 

X2   =  3.98

X3   =  6.12

Plant Designation

#1                    #2 Row  Means

Female

Male

Column Means

X = 1.63 

X = 1.89 

X = 1.98 

X = 3.01 

X = 4.21 

X = 3.98 

X = 2.82 

X = 3.09 

Absentee Rates

1st

2nd

3rd

Shift            Plant #1             Plant #2               Plant #3

X = 1.50 

X = 2.01 

X = 1.80 

X = 2.98 

X = 3.01 

X = 4.89 

X = 4.98 

X = 6.87 

X = 7.09 5-18
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Figure 5.7:  Types of Analysis of Variance (ANOVA)

Multivariate Analysis
of Variance 
(MANOVA):

EMRA, 2000
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ANALYSIS OF VARIANCE (ANOVA):

Definition: Analysis of variances is used to test for differences 
between three or more sample mean scores.  ANOVA is
sometimes called the F-test.

Characteristics: When three or more mean scores are being compared,
ANOVA allows the analyst to test the differences between
all groups.  ANOVA calculates an F- statistic (an F ratio).

At the heart of the variance calculation is the sum of
squares (SS):

It measures the variability of the scores from the mean of
the sample.  When scores vary wildly from the mean, the
sums of the squares will be large.  When they cluster
around the mean, the sums of squares is small.  The sums
of square is impacted by the number of scores in a sample,
more scores yield larger sums of squares.  This is adjusted
for by calculating and applying the degrees of freedom.

When to Use: By calculating the variability in data and producing an
F- Test, the ratio of the variances provide an estimate of
the statistical difference between the means.  If the value of
F is greater than the critical value of the F distribution at the
chosen level of significance, then the null hypothesis is
rejected.  It can be concluded that there are statistically
significant differences between at least some of the means.

As with all statistical tests, if the F-test is statistically
significant, the analyst must decide if the findings
are of practical significance.

Figure 5.7 explains 
different types of 
analysis of variance.

Figure 5.7 explains 
different types of 
analysis of variance.
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ANOVA can be used to
test the difference
between two mean
scores. When this is
done, the t-test and
ANOVA yield the same
probability.

Source of        Sum of    Degrees of      Mean

Variation        Squares      Freedom  Squares             F

Between groups SSB dfb MSB =  SSB/dfB          F =  MSB/MSw

Within groups SSw dfw MSw =  SSw/dfw  

Total SST dfT

SST = total sum of squares
SSB = between group sum of squares and mean square
SSw = SST – SSB

dfT  =  number of individual scores –1
dfB  =  number of groups –1
dfw  =  number of individual scores – number of groups

where
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Present data in a contingency table and calculate row, column, and grand totals.

Calculate expected frequencies.  For each cell, multiply the associated row total by the
associated column total and divide by the grand total.  For example, in cell 1 expected
figures are:  (33 x 40) / 100  =  13.2.  Continue for each cell.

Now, apply the Chi-Square formula:

Compute the degrees of freedom.  df  =  (number of rows –1) (number of columns –1)

df  =  (3-1)(3-1)  =  4

Reference a standard table of Chi-Square values and choose a probability level
(i.e., .10, .05, or, .01, etc.)

At the .05 level of significance, the Chi-Square table indicates that a value less than or
equal to 9.49 is not statistically significant.

In the example, X2 = 36.0.  One can be certain with 95% probability, that the
differences among the groups is due to something other than chance.  In short, the
sample respondents do have different views on the subject at hand!

Example Contingency TableExample Contingency TableExample Contingency TableExample Contingency Table

Age  Agree                  Disagree          No Opinion                       Row Total

Under 25   5 22   6   33

25  -  40   5 16   6   27

Over 40 30   5 17   40

Column Total 40 43 17 100

5-20

INFERENTIAL STATISTICS

NOTE S  AND S UPPL E ME NTAL  INFOR MATION

Figure 5.8:  Chi-Square Example

EMRA, 2000

X2 =                =  36.0 ∑
(O – E)2

E

2

1

3

4

5

6

7

Used in situations where observations can be placed in one of several different 
(mutually exclusive) categories called cells.

The data are frequencies or percentages of nominal (categorical) or ordinal 
(ordered) data.

In all but the most extreme cases, it is difficult to tell by looking if one set of
frequencies differ significantly from another.

Grand
 Total
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THE CHI-SQUARE TEST (X2)

Figure 5.8 is an 
example of a 
Chi-Square test.

Figure 5.8 is an 
example of a 
Chi-Square test.

X2 = ∑
(O – E)2

where

O =

E 

Definition: Chi-Square is used to test differences among sample
frequency (nominal) data.

Characteristics: The most frequent use of the Chi-Square test is to
ascertain if there are statistically significant differences
between observed frequencies and expected (or 

hypothetical) frequencies for two or more variables. The frequency data are
typically presented in a contingency table or cross-tabulation. The
larger the observed discrepancy is in comparison to the expected frequency,

the larger the Chi-Square statistic and the more likely the
observed differences are statistically significant.

When to Use: The Chi-Square test is used with categorical (nominal or
naming) data represented as frequency counts or 

percentages. The analyst collects frequency data indicating the
number of subjects in each category and arranges the data in a table
format.

The Chi-Square technique enables the analyst to answer
two types of questions.  First, an analyst can test how one
distribution might differ from a predetermine theoretical
distribution.  This is called “testing goodness of fit.”

Second, the analyst can compare responses obtained from
among or between various groups. This is called “testing
for independence.”  Both types of situations are tested
using the same procedure.

A Final Word on Inferential Statistics

      Inferential statistics is the branch of statistics that involves drawing
conclusions from sample data.  This means drawing an inference about a
population on the basis of sample data from the population.  One must be clear
in identifying a population and explain the rules used for picking a sample.

      Inferential statistics tell us how much confidence we can have when we
generalize from a sample to a population.  In choosing the proper inferential
statistic, an analyst must consider the size and number of samples drawn and
the nature of the measures taken.  When in doubt, it is best to reference
a basic textbook on statistics and to seek the advice of an expert.

=

observed frequencies

expected frequenciesE

INFERENTIAL STATISTICS

There are two broad
types of inferential
statistics.

Parametric techniques
assume data have
certain characteristics:
usually they approximate
a normal distribution and
are measured with
interval or ratio scales.

Nonparametric
techniques are used
when the data depart
from the normal
distribution and the
measures can be
nominal or ordinal.
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Designing a Questionnaire in Perseus 
 
When you first open the Perseus software, you will be directed to the 
homepage.  This is what that page looks like: 

 
 
In order to create a new questionnaire, you need to click on the “Create a 
new questionnaire” choice, in the Questionnaire Designer section of the 
homepage. 
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Once you click on this choice, you will see the following screen. 

 
As you can see, there is a choice to pick a new blank questionnaire or pick 
one of the various tabs that have templates for you to use. 
 
For now, pick the “New Blank Questionnaire” option by clicking on it and 
then pressing “OK”.  This will open up the following screen: 

 
 

The templates may be helpful for you to look
at so that you can see the wide variety of 
uses that that Perseus can be used for.  
These templates will also be a good source 
of information about the different types of 
question formats that you can pick. 

These tabs are how you pick the various views.
Normal is for when you are designing.  Web 
allows you to view it as if it were on the 
Internet.  Email shows you how it would look if 
you emailed the survey.  Paper shows what it 
would look like if you printed it out. 
 

This box will show 
you a listing of all 
of the questions in 
the survey. 

This box lets 
you choose 
how the 
question is 
formatted.  It 
will let you 
decide if the 
question is a 
bullet type or 
a dropdown 
menu type 
question.  It 
will also let you
pick if the 
question 
heading is 
shown or not. 

This is your work 
area.  You will 
add graphics and 
text into your 
questionnaire 
here.   
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Let’s take a look at the tool bar that is found on this page: 
 

 
 
 
 

 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

When you are first starting out, it is much easier to use the 
“Question Wizard” because it takes you step by step through the 
question design process. 
 

 
 
 
 
 
 
 
 
 

These are all 
dropdown menus 
similar to the ones 
that you use in the 
Microsoft Office 
Software Package. 

The next line of the toolbox has several functions.  The function of each button will show up when you hold your cursor over it. 
Here is the order of their functions: new, open, save, email, print, print-preview, spelling, cut, copy, paste, format painter, undo, 
redo, insert hyperlink, questionnaire designer, results management, charting and analysis, homepage, show all, zoom and help. 

The final line of the toolbox has three dropdown menus.  1) lets you pick the type of question 2) lets you pick the font style 
and 3) lets you pick the size of font.  The next buttons are for bold, italicize, and underline.  

You can either pick the type of question you want to use by picking one of the     next buttons  or by using the   question wizard.  

If you are not using the wizard, this is 
what the buttons stand for: 
 

Response 
Circle 

Check Box

Blank Line 

Essay Lines 

Table 

Choice Group 
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Let’s look at the wizard… 
 
The first step is to pick the heading for the question that you are designing. 
The easiest way to do this is to just use numbers. (1, 2, 3, 4, 5, etc) 
 

 
   
After you add the heading, press the “Next” button.   
 
The next screen that you see will give you the opportunity to enter the text to 
your question. 

 
 
When you finish entering the question text, press the “Next” button. 
 
 

Note that you should 
not put a period after 
the number. 

Your question 
text will get 
entered in 
this box. 
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The next screen will have you pick the type of question you want. 
 

 
 
Pick the type that you want and then press the “Next” button. 
 
You are almost finished and Perseus gives you some good tips: 

 
 
Now that you have read the screen, press the “Finish” button. 
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As soon as you press “Finish”, Perseus will type your question out for you. 

 
 

Now, let’s take a look at the Question Properties 
box.  Because we have a question in our 
questionnaire, we can see what this box is used for.  
By clicking on the question number. 
Once we do that, the “Appearance” properties will 
appear in the bottom have of the box. 
 
Here is what the screen 
looks like once you click on 
the question number. 
 
You will see that the 
information automatically 
fills in.  Now you can 
change the appearance by 
picking different choices 
from the dropdown menus. 

 

Here is the question that 
I wrote.  I picked the 
“Choose one” question 
type because there is 
only one correct answer 
for this question.   

Now that we 
have added a 
question, the 
question appears 
in the “Question 
Properties” Box. 

We are in normal view, to see 
what it would look like on the 
web, press the “Web” tab. 

Click on the question to 
view the properties below. 
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If we leave the choices how they are, let’s look at what this question would 
look like on the web: 

 
 
You will notice that all of the choices are listed.  Due to the “Choose One” 
question type that we picked, the software will only allow the user to pick 
one of the possible answers. 
 
If you don’t want all of the answers to be shown like 
this, you can go back to the Question Properties box 
and change the “Input Type” selection.   
 
By changing the “Radio Buttons” choice to 
“Dropdown Box”, you will get the following result. 
 
 
 
 
 
 
 

This is just 
one of many 

web 
backgrounds 
that you can 

pick. 

All of the 
choices are listed
with response 
circles next to 
them. 

This is the key that 
users of your site will 
push to send in their 
responses. 

Perseus will always add an 
“advertising” line at the end of 
your survey.  The line varies. 
Don’t be bothered by it. 

Note that the 
dropdown box says, 
“Click to Choose”, 
this is because the 
caption box tells it 
to do so.  If you 
want that to be 
blank, then change 
the “Caption” 
setting. 
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Another important thing to note – Question Headings. 
 
You will notice that the question has a “1.1.” 
at the beginning of it.  This is because I put a 
“1” in the question heading section of the 
wizard and then I put a “1.” before the 
question text.  
Why?  When you put the question heading 
in, that is how Perseus identifies that 

particular question when it comes to managing the results.  When you put 
the question number in the question text, that is what the user of your site 
will actually see when the question is set up correctly. 

 
Here is how you set it up correctly: 
In the Question Properties box, check the “Hide 
Question Heading” box.  This will make it so that 
the user only sees the question text. 
 
This is done so that you can have multiple parts to 
one question and you don’t have to number all of the 
individual parts. 
 
You will still need to give each question a different 
question heading, however, you only have to include 
a number in the question text if you want the user to 
be able to see it.  
 
 

After I click on question number 1 and then click on the “Hide Question 
Heading” box.  Here is what I get: 

 
 

An easy way to do this 
step is to pick all questions 
and then check the box. 

Note that the 
correct heading 
is now visible.   
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That is all there is to the basic construction of questions.  Remember that 
you can add graphics to invigorate the questionnaire. 
 
Here is an example of how to make it look more Coast Guard specific: 

 
 
 
Adding graphics is easy!  Just pick the “Picture” option from the Insert 
dropdown list. 
 

 
 
 

The graphics and 
different fonts 
add a lot to the 
presentation of 
the site. 

Just pick “Picture” from the Insert 
dropdown menu and then click on 
whatever picture that you want to 
add. 
No need to worry about HTML, 
Perseus does all of the work for you. 
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Let’s take a look at how a basic “Level 1” or End of Course survey is set up. 
Here is TRACEN Petaluma’s End of Course Survey: 
 

 
 
After the course listings, some basic demographic information is gathered. 

All of the school titles 
are listed so that the 
student can pick their 
course from a dropdown 
box. 

<I> starts 
italics and </I> 
ends italics. 

<P> puts in a paragraph
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After the demographic section, basic directions are provided: 

 
 
 
If you are not going to try to track down whom said what – then add the line 
about the results remaining anonymous. 
 
However, if you are going to try to figure out which member said what, do 
not add that line. 
 
 
 
 
 
 
 

Graduation Date 

Gender 

Ethnicity 

Paygrade 

Other demographics included are: 
Age 

Time in CG 
Education Level 

and 
Which barracks did you stay in? 

Put <b> when you want to 
start bold type and </b> 
when you want to end. 
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Next comes the course related questions. 

 
 
After the course related questions comes the facilities questions: 

 
 
 
 
 

The course related 
questions are set up 
as “Choose one per 
topic” questions.  It 
is easiest to use the 
wizard when creating 
this type of question. 

Again, this is a 
“Choose One 
Per Topic” 
question type. 
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The final section of the End of Course survey is the “Climate Assessment” 
section: 

 

 

 
 
 

On this question, the 
“Choose Many” type 
was used so that if 
there are multiple 
answers, the student 
can pick all that apply. 

Dropdown boxes 
were used here. 

Dropdown boxes 
were used here. 

Dropdown boxes 
were used here. 

Dropdown boxes were used here. 
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To end the survey, another graphic and thank note are included. 

 
 
This is the whole survey in the “Normal” view. 
 
Here is what it looks like in the “Web” view: 
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As you can see, the web version is much shorter than what we see in the 
normal version. 
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Now, let’s look at the Level 3 Survey. 
 
Level 3 Surveys are based off of the individual course Terminal 
Performance Objectives. (TPOs) 
 
Here is what a Level 3 Survey looks like in the normal view: 

 

 

You will see a lot of 
similarities 

between the Level 1
and Level 3 

Surveys. 

Some additional 
categories are added 
to the Level 3 Survey.  
One such extra is the 
unit type. 

All unit types are 
listed, however, 
not all are shown 
here. 
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Next, the survey makes sure that the supervisor who has received this survey 
is qualified to assess the performance of the graduate who forwarded them 
the survey.  In some cases, the graduate’s supervisor may not be trained in 
what the survey is asking about or not be aware of the graduate’s 
performance in that particular area. 

 
Adding this question helps ensure that the data returned is as accurate as 
possible. 
 
Next, the directions are given: 

 
 
 
 
 
 
 
 
 
 

An important demographic 
here is 100b. 
This is how we know if the 
graduate is answering or if 
it is a graduate’s 
supervisor answering. 

In addition to Gender and 
Ethnicity, demographic 

questions are also asked about: 
Paygrade 

Age 
Time in Coast Guard 

and 
Highest Level of Education 

Notice that the directions specifically 
say “demonstrated performance”.  This is 
also in bold and underlined. 
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Now we are to the individual TPOs.  The same set up is used for each 
individual TPO. 
 

 
 
 
 
Each TPO is set up like the one above.  It is recommended to keep the 
number of TPOs below fifty.  If a course has more than fifty, have them pick 
the 50 most important to them / their force manager. 
 
If a survey is too long, the response rate will be low and the responses that 
do come in will not have the same quality as a shorter survey. 
 
At the end of the survey, there is one more place for the respondent to add 
any additional comments about the course.   
After that is the “Thank you” note. 
 

 

“Can the graduate:” is listed only once. 

Dropdown boxes 
were used here. 

Note the choices that 
are in Question 1a.  
These are choices that 
result in the data 
coming back being very 
useful.  If a graduate is 
not able to do a task, 
this dropdown menu 
offers reason why. 

Each TPO also has a place for the respondent to add any 
additional comments that they may have about that TPO. 

This is an 
open-ended 

text box.  The 
respondent can
write as much 
as they want 

to here. 

This is an open-ended text box.  The 
respondent can write as much as they 

want to here. 
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To finish up, let’s take a look at how this Level 3 Survey would look on the 
web. 
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(You would see the above format for each of the TPOs for the course) 
 
And then you would see the closing of the survey. 
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